FEDERAL |
ACQUISITION |
INSTITUTE

Registrar and
Student Services

Task Aid

Log On

Forgot Password
Request and Account
Usingthe SAAR Form
View User Record

Edit User Record

Edit User Record via
Advanced Forms

View User Transcript
View TranscriptStatus

Use Global Search
Register for Instructor- Led
Training

Assign ILTs

View ILTs in Catalog
Indicatelnterestina
Future Session
Withdrawfroman LT

View Instructors for Your

Schoolhouse
Add CSOD User as an
Instructor

Add an External Instructar

View Facilities for Your
Schoolhouse

Task Aid Titles

e Add Facilities for Your

Schoolhouse

* Register for Online
Training (OLT)

e AssignOLTs

e Submitan Exception

Request

e Approve Training
Requests

¢ Create Event

e Edit Event

Create Sessions

* EditSessions

* Cancel Sessions

* View Roster

* Manage Roster

e Update Roster via
Upload

to Roster or Users to
Waitlist
* Upload Attendance
Manually Complete
Attendance

Manually Add Walk-Ins

Move Users Between
Sessions

Send Emails from
Roster

Request External
Training Credit Within
a Certification
Request External
Training Creditfrom
Transcript

Add External Training
from the Transcriptto
a Certification
Request and Manage a
Certification

Assign Certifications
View Submitted Forms
Request
Education/Experience
Verification
Submitan
Equivalency/Fulfillment
Form

Approve or Deny
Exception Requests

To foster a high-performing,
qualified civilian acquisition
workforce.

https://www.fai.qov/
FAl@ mail. mil



https://www.fai.gov/

Table of Contents

User Account Management Page #

Log On p.6

Forgot Password p.8

Request an Account Using a SAAR Form p.12
View User Record p.15
Edit User Record p.16
Edit User Record via Advanced Form p.21
View Transcript p.23
View Transcript Status p.24
Use Global Search p.25

srcorta g
View ILTs in Catalog p.27
Assign ILTs p.29
Register for Instructor Led Training (ILTs) p.33
Indicate Interest in a Future Session p.34
Withdraw from an ILT p.36
View Instructors for Your Schoolhouse p.37
Add CSOD User as an Instructor p.38
Add an External Instructor p.42
View Facilities for Your Schoolhouse p.46
Add Facilities for Your Schoolhouse p.48
S R

View Online Training in Catalog p.55
Assign OLTs p.57
Register for Online Training (OLT) p.60
Submit an Exception Request p.61
Approve Training Requests p.62




Table of Contents (Cont. 1)

—T—

Create Event p.64

Edit Event p.73

Create Sessions p.78

Edit Sessions p.90

Cancel Sessions p.93

View Roster p.96

Manage Roster p.98

Update Roster via Upload p.101

Manually Add Walk-Ins to Roster or Users to Waitlist p.104

Upload Attendance p.109

Manually Complete Attendance p.113

Move Users Between Sessions p.116

Send Emails from Roster p.120
I

Request External Training Credit from Transcript p.127

Request External Training Credit Within a Certification p.129

Add External Training from the Transcript to a Certification p.134
e B

Request and Manager a Certification p.138

Assign Certifications p.140
Carecimmaroms |

View Submitted Forms p.143

Request Education/Experience Verification p.144

Submit an Equivalency/Fulfillment Form p.148

Approve or Deny Exception Requests p.151




Table of Contents (Cont.2)

Individual Development Plans

Create an IDP p.155
Create an IDP from a Template p.161
Update IDP p.162
Cancel IDP p.166
oo
View Standard Reports p.168
View Custom Reports p.170
Filerand Download Reports p.172




User
Account
Management




Log On

When you want to login...

Step 1: Go to URL: https://dau-stg.csod.com (do not use the Internet Explorer
browser). You may want to log out of VPN before starting this process.

@ - Cornerstone OnDemand + * +

’
s a1 g 8 dau-stg.csod.comy

Step 2: The log on window will pop up. Enter your Username (your email) and
Password in their respective fields.

DAU

Sign In

Username

~

“§ Password

[] remember me

Sign In ‘

OR

Sign in with CAC Card

Need help signing in?



https://dau-stg.csod.com/

Log On (Cont.1)

Step 3: Click Sign In.

Sign In

Username

Password

D Remember me

3 o Sign In ‘

Once you successfully complete the SSO log in process, CSOD should open with your
organization’s logo in the upper left corner.

FEDERAL

R
INSTITUTE

Home Learning Reports ILT Content Admin Certifications Help Desk

NOTE: If you receive an error message:
* Clear your cache

* Try a different browser

e Disconnect from the VPN




Forgot Password

When you can’t log on...

Step 1: If you need help signing in, select the Need help signing in? link at the bottom
of the window.

DAU

SignIn

Username

Password

[] remember me

OR

Sign in with CAC Card

Unleck account?

Reguest an Account

Ckta support FAQs

Help




Forgot Password (Cont.1)

Step 2: If you already set up OKTA to reset your password, select the Forgot Password?
option to have a new password/PIN sent to your email or phone.

DAU

SignIn

Username

Password

[] remember me

OR

Sign in with CAC Card

Unleck account?

Reguest an Account

Ckta support FAQs

Help




Forgot Password (Cont.2)

Step 3: Select the OKTA support FAQs option and follow the directions for Q2.

Q2: HELP! | requested a password be sent to me via email, but there is not a password in the email | was sent. Where
is my password? t}

- { WHY is there
' NO PASSWORD

in the email?

was

you did not make this request

w the Okta support FAQs or contact the DAU Help

Phone: 703-805-3459 | 866-568-6924 | DSN: 655-3459; All Option 1
Email: dauhelp@dau.edu

A: if you have not completed the account setup process, you will not be able to use the self-service feature to reset
your own password. You need to request the DAU Help Desk (DAUHelp@dau.edu) provide you with your login
informatin so you can officially setup your account. Include the last 4 of your SSN/EIN/FIN when submitting this
request so your account can be validated.

Step 4: Once you have the username and password entered, the list of systems you
have access to will pop up. Select the Virtual Campus Stage button.

DAU

Weork +

N
] Office 365 V pau y DA y oAU

10




Forgot Password (Cont.3)

Once you successfully complete the SSO log in process, CSOD should open with your
organization’s logo in the upper left corner.

FEDERAL
o STAGE
INSTITUTE

Home Learning Reports ILT Content Admin Certifications Help Desk

NOTE: If you receive an error message:
* Clear your cache

* Try a different browser

* Disconnect from the VPN

11




Request an Account Using
the SAAR Form

When you need to complete the DAU SAAR for access to the Virtual Campus...

Step 1: Navigate to https://saardau.edu. You will see a DoD Warning Banner. Click

”Ok”.
‘ DoD Warning Banner

You are accessing a U.S. Government (USG) Information System (IS) that is
provided for USG-authorized use only.

By using this IS (which includes any device attached to this IS), you consent
to the following conditions:

« The USG routinely intercepts and monitors communications on this IS
for purposes including, but not limited to, penetration testing,
COMSEC monitoring, network operations and defense, personnel
misconduct (PM), law enforcement (LE), and counterintelligence (CI)
investigations.

At any time, the USG may inspect and seize data stored on this IS.
Communications using, or data stored on, this IS are not private, are
subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG authorized purpose.

This IS includes security measures (e.g., authentication and access
controls) to protect USG interests--not for your personal benefit or
privacy.

Motwithstanding the above, using this IS does not constitute consent
to PM, LE or CI investigative searching or monitoring of the content of
privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy,
and their assistants. Such communications and work product are
private and confidential.

1 D |

Step 2: Click the radio buttons to answer the questions regarding having a DoD CAC
and/or DAUID.

**IMPORTANT — PLEASE READ**

The REQUIRED browser to submit this form is Google Chrome or Microsoft Edge. I—
Do you support the Department of Defense and have a Common Access Card (CAC)? 2 Oves ONo  *
Do you know your DAUID?

NOTE: If you support the Department of Defense and have a
Common Access Card (CAC), the system can determine if there is
already a DAUID associated to your information. If you select “Yes”
and the system does find your account, the fields for your DAUID,
Name, and Email address under PERSONAL DETAILS will automatically
be filled in.

12



https://www.saar.dau.edu./

Request an Account Using
the SAAR Form (Cont.1)

Step 3: Under SYSTEM ASSOCIATION you must select “Virtual Campus (Online
Training)”. If you choose one of the other options, this will significantly delay the
process to have an account created to take a course.

| N | SYSTEM ASSOCIATION

Please select a system for which you are requesting access

3 _ Virtual Campus (Online Training)

Industry Students (Classroom Registrations Only)

DAU Homepage (Knowledge Sharing)

Step 4: Enter the required information in all fields that have not been grayed out.

| § | PERSONAL DETAILS
Foreign Mational students without a DoD CAC or DAUID can visit the FAQ website for guidance on establishing an account.

DAY account holders must also update their profile in the DAU Identity Management System. Further guidance is provided after g g this form.
Citizenship Type = Designation | | ”i- 4
SSN/EIN ;FF‘ \._/
DAUID b
First Name - Organization _Please Select.. v |*

"\r ‘!h \..'. S, o — \.r \.'h \!" ! "! \..'.. - d - "ﬂ '1.'— \.'h i." \."-

Step 5: Enter your SUPERVISOR DETAILS.

SUPERVISOR DETAILS
First Name i Last Name [z
Supervisor Email = Supervisor Phone \\?,

13




Request an Account Using
the SAAR Form (Cont.2)

Steps 6 & 7: Read the USER AGREEMENT and check the “I Agree” box. Enter the code,
which is not case sensitive, from the image in the box. You can select the green arrows
to generate a new code or select the green sound image for the code to be vocalized.
Afterwards select the “Submit” button.

(]
I accept the responsibility for the information and DoD system to which I am granted access and will not
exceed my authorized level system access. I understand that my access may be revoked or terminated for
nen-compliance with DoD security policies. I accept responsibility to safeguard the information contained in
these systems from unauthorized or inadvertent modification, disclosure, destruction and use. I understand
and accept that my use of the.system may be monitored as part of managing the system, protecting against
unauthorized access and verifying security problems. I agree to notify the appropriate organization that issued
en th ~ess is no longer requirad.

T =
! =)

N _——

-

|Type the code from the ir|

The code is not case sensitive.

Contact Us | Suggestion Box DAU Help Desk 702-805-3459 | 1-866-568-6924

IMPORTANT: If there was any information that was not filled in correctly, there will be red
text in the area of the form that requires your attention for correction. Afterwards, you will
need to select the “I Agree” check box again and enter the new code in the image box for
your SAAR to be submitted. Select the “Submit” button once you have completed the
form. Afterwards the screen below will be generated.

14




View User Record

When you want to view your User Record...

Steps 1 & 2: Hover over the Home tab, then select the Universal Profile tab. You will
be taken to the User Record page.

1 ome Learning

Welcome

2 p Universal Profile

Scheduled Tasks

Step 3: To expand a section, click on the arrow to the right of that section.

—
Contact 3 %
’\,_‘_L
Phone: Email:
Personal Email: Mobile:
Settings v
Time Zone:
Organization Structure v
Manager: HR Admin:
Dean or Director: Organization: Department of Education (9AL3)
Position: Grade:
Location:

15




Edit User Record

When you want to edit information on the user record...

Steps 1 & 2: Hover over the Home tab, then select the Universal Profile tab. You will
be taken to the User Record page.

1

Welcome

2 Universal Profile
«

Scheduled Tasks

Step 3: Click the Edit Record button at the bottom left side of the screen to edit your
User Record.

To help FAl accurately report training data, it is important that the data you enter on this page is correct.
Click the Edit button at the bottom of this page to edit fields.

Name: FAl Employee User Name: FAI_Employee
User ID: FAI_Employee
Original Hire Date:

Active Status: Active

Step 4: In the first section at the top of the screen, you can edit your First Name,
Middle Name, Last Name, and User Name.

Edit User Record

First Name: * ‘ FAI

«
—_ Last Name: * | Employee

Middle Name: ‘ ‘

User Name: * ‘ FAI_Employee

16




Edit User Record (Cont.1)

Step 5: In the Contact section, you canfill in your Phone, Mobile Phone, Email
Address, and Personal Email Address.

Contact v

| Phone: ‘ ‘ Mobile Phone: ‘ ‘

5

FmailAddress: ‘ ‘ Personal Email Address: ‘ ‘

Step 6: In the Time Zone section, you can click the dropdown to select the appropriate
time zone for your location.

Settings

Time Zone: Please select a time zone

" Please select a time zone

(UTC-12:00) International Date Line West

Organization Structure
(UTC+13:00) Samoa

Step 7: In the Organization Structure section, you can input your Manager, Dean or
Director, Position, Location.

Organization Structure
Manager: 0
r)ean or Director: i}
7 ¢
- Position: im}
Location: ]

17




Edit User Record (Cont.2)

Step 8: In the Organization Structure, you can also edit the HR Admin, Organization,
and Grade.

A
HR Admin: E

8  )Proganization: * | Department of Education (9AL3) %
Grade: E

Step 9a: To search for your organization, Click on the box next to Organization. A
popout box will appear.

~
HR Admin: ‘ [
U
Organization: * ‘ Department of Education (3AL3) 9a -~

Step 9b: You can manually enter the name of your organization in the search box.

Select Organization

| %0

Title 1D

+| Federal Organizations 9A

18




Edit User Record (Cont.3)

Step 9c: You can also click Federal Organizations to drill down to see more
organizations and search manually.

Select Organization

“ | i

[] Federal Organizations < gc
.

Step 9d: Click on the name of your organization to add it to your User Record.

Select Organization

All+ Federal Organizations

*| ATRRS Federal Orgs

gd 9ALA

9ALB

*| Department of Agricultus

*| Department of Commerce

9AL3

Step 10: In the Other Demographics section, you have the option to fill in additional
information on your demographics such as Work City, Zip Code, Disability, etc.

Other Demographics

Work City: ‘ ‘

10 Work Zip Code:
i

Disability:

19




Edit User Record (Cont.4)

Step 11: In the Supervisor Contact Information section, you canfill in the first and last
name of your supervisor.

Supervisor Contact Information

Supervisor First Name: | ’
11
-
Supervisor Last Name: | ‘
Step 12: In the Supervisor Contact Information section, you can also enter your
Supervisor’s Phone and Email.
. |
Supervisor Phone:
12

Supervisor Email: ‘

Steps 13 & 14: Click Save to keep all the changes or click Cancel to discard the
changes.

13

Cancel 14

20




Edit User Record via
Advanced Forms

When you want to edit the User Record using Advanced Formes...

Step 1: In the Global Search box, type “User Record” and click the magnifying glass.

f
1 :,, user record o)

Step 2: Select the FAIl User Record Information form.

Global Search

uesr I-e‘:crd - m

Forms results

— Changes in User Record
| = Test (v1)

- FAl User Record Information (w2)
I T This is a form for users to update their User Records.

21




Edit User Record via
Advanced Forms (Cont.1)

Steps 3 & 4: Fill in the form and click Submit at the bottom of the page when finished.
Fields with a * are required. You will see the changes reflected on your User Record
immediately.

FAl User Record Information (v2)

This is a form for users to update their User Records.

All fields marked with an asterisk are required.

First Name *

Middle Name

Last Name *

[ )

Suffix

— |
Cancel m 4
L?al 5}"-"'\‘em LP ‘r "- r s I i r‘.[__

22




View Transcript

When you want to view your Transcript...

Steps 1 & 2: Hover over the Learning tab and then select View Your Transcript.

o Learning Reports ILT

View Your Transcript 2

View Completed Certificates

Browse for Training

Step 3: You will be taken to your Transcript. You can click the dropdown arrow filter to
show Active, Completed, and Archived courses. By default, only active courses you

have not completed will be listed. Click on the arrows by each filter for dropdowns to
sort the courses.

Transcript: FAI Employee r

Active ™ By Date Added ™ All Types ¥ ‘ Search for training ‘

Search Results (12) Hide Certified Certifications

FAC 023 Basic Contracting for GSA Schedules Open Curriculum v
= Due: No Due Date  Status: In Progress

|
3 P By Date Added ¥ All Types ¥
2L L —
-' { By Title v AT
v Active - -
‘ By Status Certification
|
Completed { ¥ By Date Added ] Curriculum
Archived By Training Type Session
By Due Date

23




View Transcript Status

When you want to view your Transcript status...

Steps 1 & 2: Hover over the Learning tab and then select View Your Transcript.

o Leamning Reports ILT

View Your Transcript

View Completed Certificates

Browse for Training

Your Transcript will display in the screen. The status of your courses will be listed
underneath the title of the course.

Transcript: FAl Employee

Active ¥ By Date Added ™ All Types ™ Search for training ‘

Search Results (12) Hide Certified Certifications

FAC 023 Basic

: SA Schedules Open Curriculum
! Due: No Due Date

24




Use Global Search

When you want to search for Training, Certifications, or Forms...

Global Search: This predictive search bar, found at the top right of the home page,
helps users search for training, certification and forms.

Step 1: Enter your desired Search Terms and click the Magnifying Glass or hit enter to
search.

1 Search e

The page will refresh, and your results will be listed on the page.

-~ Global Search

Global Search

Training results

—  FE 201 Intermediate Facilities Engineering
Curriculum | Defense Acquisition University | Total Price $0.00
Please visit this Course Concept Card in the iCatalog for more information regarding this course.

— FAC 889 - Test
g Curriculum | Federal - Instructor-Led (ILT) | Total Price $0.00

- FAC 089 Exam 1
_5‘ Test | Federal - Online Training (OLT) | $0.00

Step 2: To the left of the search bar, you can choose to filter by Training, Certifications,

or Forms.
Global Search
I Show All
fac
Training
2 ' Certifications Training results

Forms —  FE 201 Intermediate Facilities En
Curriculum | Defense Acquisition Universi
Please visit this Course Concept Card in the

25
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View Instructor-Led Training in Catalog

When you want to view online training...

Steps 1 & 2: Go to Admin, then select Catalog.

Admin Certifications Help Desk

Performance

Catalog

Learning Assignment Tool

Custom Field Administration

Step 3: Click on Course Catalog.

Catalog Management

E Manage all aspects of the training catalog including training, providers, subjects and evaluations.

Course Catalog General Learning

3 Course Catalog Evaluations
es that have already been created

Create and manage evaluations that can be attached to all
l in your portal training in the catalog

Step 4: After you enter the name of the course you are searching for click on the
Training dropdown next to the search box.

Course Catalog

)
What would you like to search for 4 ‘Training v I

Refine search ~

Step 5: Check the box next to Event to filter your search.
Course Catalog

What would you like to search for? Training| A m

%
Refine search Al Training
Online Class

LA .
5 I Event l

Material
Online Content

27




View ILT in Catalog (Cont.1)

Step 6: Click Refine Search.

Course Catalog

I Refine s=arch 6

Step 7: Click Provider to filter by Provider. You can follow the instructions below for
filtering by Provider for any of the Refine your search fields.

Refine your search

Subject 7 'm Provider 2 I Subscription
Created Date clear ’\_.-4‘/
Languages From To

Step 7:Select Provider you wish to filter your search results by.

Federal - Homeland Security Acquisition Institute (HSAI)

8 Federal - Instructor-Led (ILT)

Federal - Online Training (OLT)

Federal - USAID PDT - Center for Continuous Learning

Step 9: Click Search. All relevant ILT will appear in the search

Refine your search

Subject Federal - Instructor-... & Subscription

Created Date clear

Languages From To

Availability Select Criteria ¥

28




Assign Instructor-Led Training (ILTs)

When you want to assign an instructor led
training course to your subordinates...
Step 1:Search for the event that you would like to find using Global Search.

IS earch I &

Step 2: Select the Event you want to assign to users.

Global Search

Refine search

Training results (28)

Emxa  Con 091 (FED): Contract Fundamentals I
Event | Federal - Instructor-Led (ILT) | $0.00 I

N

mmra CON 360 (FED): Contracting for Decision Makers

Event | Federal - Instructor-Led (ILT) | $0.00

EEER Con 100 (FED): Shaping Smart Business Arrangements

Event | Federal - Instructor-Led (ILT) | $0.00

29




Assign ILTs (Cont. 1)

Step 3: Click Assign in the panel on the right to assign the Event but allow the assignee
to choose their own Session.

Reports Admin Help Desk Performance

EVENT
Con 100 (FED): Shaping Smart Business FUENT
Con 100 (FED): Shaping Smart
ping
Arrangements Business Arrangements

Last Updated 11/17/2020

Details .
Select a Session ~

Show More

L
Upcoming Sessions E/ Assign I

Date (Ascending) ~ 2 Sessions

Step 4: Enter a Due Date for the training, if applicable.

(] Back Assign Training

Assign Training

gmrs Con 100 (FED): Shaping Smart Business Arrangements
Event . Federal - Instructor-Led (ILT) . $0.00

Select Session

4 ! Due Date I [

30




Assign ILTs (Cont. 2)

Step 5: Enter any comments inthe Comment box.

Step 6: You can decide to automatically register subordinates into the ILT (by passing
approval workflows) by click the checkbox next to “Automatically Registers Users”
(recommended).

gmra Con 100 (FED): Shaping Smart Business Arrangements
Event . Federal - Instructor-Led (ILT) . $0.00

Select Session

Due Date f=
Add a Comment I 5
I Automatically register users . 6
T

Step 7: Select the subordinates you want to assign the training to. You may assign to
your direct and indirect subordinates.

& FAl Studentg

L

[~

31




Assign ILTs (Cont. 3)

Step 8: Click the Submit button at the bottom of the page.

0 Users who have the training already in their transcript are not included in this assignment

n Direct Subordinates Language Equivalency Assignment History Current Status Include Subordinates
FAl Student9
& None

Select an Indirect Subordinate [ Select a User from a Cost Center | Appr.. | [F1

- Indirect Subordinates Language Equivalency Assignment History Current Status

32




Register for Instructor-Led Training (ILT)

When you want to register for an Instructor Led Training...

Step 1: Use Global Search or Events Calendar to find the instructor-led training course
you'd like to take.

Learning Help Desk

View Your Transcript

Search o 1 O Preview Training Content

Events Calendar

Step 2: On the Events Calendar, you can search by Title, Session ID, Subject, or

Instructor.
< November, 2020 »
1 November, 2020 » - B
Sy Mo Tu We Th Fr Sa ® All Events () My Events
25 26 27 28 29 30 31
1 2 3 4 5 6 7 SUNDAY MONDAY
8 9 10 11 12 13 14
15 16 17 18 19 20 21 1 2 )
2 n #wpEn 7 s ACQ 1700 Agile for DoD
29 30 1 2 3 4 5 Acquisition Team Members
8:00 AM - Defense Systems
roday: Wednesday, November 25, 2020 ;‘I;:g?egfnl College (DSMC) Ft
" ACQ 1700 Agile for DoD
Filters Fa Acquisition Team Members
8:00 AM - Defense Systems
‘ it ‘ Management College (DSMC) Ft
jritie Belvoir, VA
‘Sessmr D ‘ 8 9
2 sation
g2l B 3
- Session Instructor
Al 3|

Step 3: The Event will be displayed on the screen. You will see any available Sessions.
Next to the desired Session, click on Request.

DEC  Mon, Dec 7, 2020, 8:00 AM - Thu, Dec 10, 2020, 5:00 BM EST

7 VA: CON 100FED-2021-01
FAIl Instructar
Federal Organizations - Locations > VA Acquisition Academy (VAAA) = Virtual

Instructor-Led Training (VAAA)
N -

33




Indicate Interest in a Future Session

When you want to express interest in a course once new Sessions become
available...

Steps 1 & 2 : Using Global Search, search for the Event you'd like register for. Click on
the Event Title.

Global Search

1 ¢ - |

Refine search

Training results (132)

| EEEa CMC 200 Fees, Financing, and Payments

Event Defense Acquisition ersity $0.00
2 - Please visit this Col n the iCatalog for more information regarding this course. You can apply for thi
- r course at http

.edu/training/p/apply-for-a-course

—

Step 3: On the on the Event page, click either the Notify Me or Notify Me of New
Sessions button.

EVENT

]

Select a Session v

Save for Later

{ I
3 Blotify Me of New Sessions

L

Step 4: You have the option to select to be notified of Sessions held in a specific
location. Enter the Location field to do this.

Interest Tracking

Location

« ¥ Select a Location (=]
-1

34




Indicate Interest In a Future Session
(Cont. 1)

Step 5: Enter any comments and to be notified for all sessions in any location, check
the box next to “Notify me when sessions are schedule at any location”.

Comments

Enter your comments here

5

L

| Metify me when sessions are scheduled at any location

Step 6: Once you have completed selecting the location preferences, click the Submit
button at the bottom of the page.

B oot
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Withdraw from an ILT

When you need to withdraw from an ILT course...

Steps 1 & 2: Hover over the Learning tab and select View Your Transcript.

Learning Help Desk

View Your Tramscript

Step 3:Search and find the course you wish to withdraw. Select Withdraw.

Con 100 (FED): Shaping Smart Business Arrangements (Starts 1= 9 W
Due: Mo Due Date  Status: Pending Approval >

Step 4 & 5: Select a reason for withdrawal and then click Submit.

Withdraw Registration

If you withdraw your registration for this session, you will immediately be withdrawn from the roster

Event Name: Con 100 (FED): Shaping Smart Business Arrangements
Date / Time: (1) 12/7/2020 8:00 AM - 12/10/2020 5:00 PM
Location: Virtual Instructor-Led Training (VAAA)
Price: $0.00

SESSION WITHDRAWAL OPTIONS

Please select a reason
Tther

allness/Family Emergency
Inclement Weather
Leave

| Please select a reason |

Mo Longer Needed
Reschedule Due to Conflict
TOY

Technology Issue
Workload

5 ff Submit ] Cancel
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View Instructors for Your Schoolhouse

When you want to view available Instructors...

Steps 1 & 2: Hover over the ILT tab, then select Vendors & Instructors.

Learning IT Content Admin

Manage Events & Sessions

Vendors & Instructors

Step 3: Click on the Instructors link to the right of the Vendor or Training Provider for
which you wish to view Instructors.

« Previous Next »
VENDOR NAME CONTACT NAME PHONE ACTIVE EDIT INSTRUCTORS
Federal - DOE Acquisition Learning Center Yas E4 Instructors
Federal - DOT Yes B  Instructors
Federal - EPA Yas @ Instructors
Federal - GSA Acquisition Institute Yas E4 Instructors
Federal - HHS Acquisition Institute Yas Eg Instructors
Federal - Homeland Security Acquisition Institute {(HSAT) Yas E4 Instructors
Federal - Instructor-Led (ILT) Yas E4 I Instructors 3
Federal - USAID PDT - Center for Continuous Learning Yas Eg Instructors F\\‘-—-A-‘
Federal - VA Acquisition Academy (VAAA) Yas E4 Instructors

Step 4: You will then be directed to the Instructors page. From here, you can take
action to view their schedule, inactivate the Instructor, or edit their information.

@& Add New Instructor « Previous Next »
ostructors
szTERUCTOR LOCATION E-MAIL PHONE SCHEDULE ACTIVE EDIT
=

v View 54

View B

View B4
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Add CSOD User as an Instructor

When you want to add an Instructor who is already a CSOD user...

Steps 1 & 2: Hover over the ILT tab, then select Vendors & Instructors.

Learning Re IT Content Admin

Manage Events & Sessions

Vendors & Instructors

Step 3: To the right of the appropriate Vendor, click the Instructors link.

« Previous Next »
VENDOR NAME CONTACT NAME PHONE ACTIVE EDIT INSTRUCTORS
Federal - DOE Acquisition Learning Center Yas Ed4 Instructors
Federal - DOT ez E Instructors.
Federal - EPA Yas @’ Instructors
Federal - GSA Acquisition Institute Yoz E4 Instructors
Federal - HHS Acquisition Institute ez Eg Instructors.
Federal - Homeland Security Acquisition Institute (HSATI) Yas E4 Instructors
Federal - Instructor-Led (ILT) Yoz E4 Ilnstructors ; . 3
Federal - USAID PDT - Center for Continuous Learning ez Eg Instructors. T
Federal - VA Acquisition Academy (VAAA) Yas E4 Instructors

Step 4: On the Instructors page, click the Add New Instructor link.

@ Add New Instructor 4 « Previous | 1-19 of 19 v | Next »
NAMTUETOR | ocatron E-MAIL PHONE  SCHEDULE ACTIVE EDIT
Federal Organizations - .
Locations R @
Federal Organizations - .
Locations R @
Federal Organizations - .
Locations R @
Federal Organizations - View E4

Locations
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Add CSOD User as an Instructor
(Cont. 1)

Step 5: Click on the (select an existing User) pop out next to the Last Name field.

First Name Last Name -t
Instructor Name:l I izl(select an existing user) 5

Home Location: | E;] ~—

Phone:

Fax:

E-mail:

Language(s) Spoken:

Education:

Biography:

Certifications: I
Active: [:I

Step 6: Search for the User by First Name, Last name, or User ID. Click Search or hit
Enter.

Find user

Enter a last name and click the search icon.

|l_ast Name: [:] First Name:l I ID:[ ] [ Q, search ] . 6

Step 7: In the search results, select the Name of the Instructor you wish to add.

Select a user « Previous | 1-2 of 2 v | Next »
NAME ORGaANIT
Ilnstructor, FAl i [  oenizations

Instructor 2, FAI Fe rganizations

Instructor?, FAl Acquisition Professional Career Program
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Add CSOD User as an Instructor
(Cont. 2)

Step 8: The User’s name will appear in the Edit Instructor panel of the Add Instructor
page. Click the pop out next to Home Location to choose a location the Instructor

will teach at

First Name Last Name
Instructor Name: Eﬂj(select an existis
FAl 1 | [1nstructar |

Home Location:| iﬁl 8

Phone: | T_\J
|
|
|

Fax:|

E-mail: |
Language(s) |

Education:

Biography:

Cerh'ﬁcatims:l
Active:
Approval Required: ||

Step 9: A new window will open. Click on the gray + next to Federal Organizations —
Locations to drill down to the location you would like to select.

ADD TITLE I
@ 4th Estate DACM 4E
& [ ABC Location
& [ Client Admin Location CAL
& [ Cornerstone Admin Location CSAL

Defense

L) Defense Acquisition University (DAU) “ljz:‘:::lrtsli‘::
(DALY

L) Defense Media Activity (DMA) DMA

Ll Defense Security Cooperation University (DSCU) DSCU

L] Defense Threat Reduction Agency (DTI}} DTRA

o Department of Defense Education Activity (DoDEA) DoDEA

9 - ederal Organizations - Locations FO_Locations

Step 10: When you find the location you need, click the blue + next to it to selectit.

10 _ :ﬂl [ virtual Instructor-Led Training (FAI) VILT_FAI
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Add CSOD User as an Instructor
(Cont. 3)

Step 11: The location will appear on the Edit Instructor panel on the Add Instructor
page. You may fill in any additional information if desired. Then, click Submit to add
the Instructor.

Add Instructor

First Name Last Name
Name: | FA

|[tnstructor | taslnct an sisting user)

Home Location: | virtual [nstructor-Led Training (FAL) EJ

Phone:|

E-mail:|
Lang nige(s)l
en:

\
Fax:| |
\
\

Education:

Biography:

Certifications:|
Active:

Approval Required: | |
11

Step 12: You will be returned to the Instructor list for your location. You will be able
to view and edit the Instructor you added.

& Add New Instructor Previous| 1-19 of 19 Next »
JE;LRUCTDR LOCATION E-MAIL PHOME SCHEDULE ACTIVE EDIT
~—
Federal Organizations - _ "
12/ Locations HI=D . &
) ——
— Federal Organizations - - )
Locations HI=T . &
Federal Organizations - _ "
Locations HI=T . &
Federal Organizations - View B

Locations
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Add an External Instructor

When you want to add an Instructor who is not a CSOD User...

Steps 1 & 2: Hover over the ILT tab, then select Vendors & Instructors.

Learning IT Content Admin

Manage Events & Sessions

Vendors & Instructors

Step 3: To the right of the appropriate vendor, click the Instructors link.

« Previous Next »
VEMDOR NAME CONTACT NAME PHONE ACTIVE EDIT INSTRUCTORS
Federal - DOE Acquisition Learning Centar Yas E4 Instructors
Federal - DOT ez E*  Instructors
Federal - EPA Yes @ Instructors
Federal - GSA Acquisition Institute ez Ed Instructors
Federal - HH5 Acquisition Institute ez Ed Instructors
Federal - Homeland Security Acquisition Institute (HSAI) ez Ed Instructors
Federal - Instructor-Led (ILT) Yas E4 Instructors 3
Federal - USAID PDT - Center for Continuous Learning Yas E’ ) Instructors
Federal - VA Acquisition Academy (VAAA) Yoz E4 Instructors

Step 4: Click the Add New Instructor link.

« Previous | 1-19 of 19 » | Next »

i Add New Instructor

INSTRUCTOR

NAME LOCATION E-MAIL PHONE SCHEDULE ACTIVE EDIT
Federal Organizations - .
Locations OI=T @
Federal Organizations - _

b

Locations HI=T . &
Federal Organizations - .
Locations OI=T @
Federal Organizations - View E3

Locations
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Add an External Instructor (Cont.1)

Step 5: Enter the Instructor’s First Name and Last Name.

First Name Last Name

Instructor Name: Cﬂj(select an existing user)

Education:

Biography:

Certifications: [
Active: [:l

Step 6: Click the pop out next to Home Location to choose a location the Instructor
will teach at.

First Name Last Name
Instructor Name: Eﬂj(select an existin
FAI J_ | Instructor |

Home Location: | r@‘ 6

Phone: | T—.\J)
|
|
|

Fax: |

E-mail: |
Language(s) |

Education:

Biography:

Cerh'ﬁcatims:l
Active:
Approval Required: | |
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Add an External Instructor (Cont.2)

Step 7: A new window will open. Click on the gray + next to Federal Organizations —
Locations to drill down to the location you would like to select.

T
ADD TITLE ID
L] 4th Estate DACM 4E

% [ ABC Location
% [ Client Admin Location CAL
] [ Cornerstone Admin Location CSAL
Defense
L+ Defense Acquisition University (DAU) Aljz:f:‘r‘::::
(DAU)
L+ Defense Media Activity (DMA) DMA
Ll Defense Security Cooperation University {(DSCU) DSCU
Ll Defense Threat Reduction Agency (DT%] DTRA
L] Department of Defense Education Activity (DoDEA) DoDEA
7 Fgderal Organizations - Locations FO_Locations

Step 8: When you find the location you need, click the blue + next to it to selectit.

8 > :ﬂ‘l [ Virtual Instructor-Led Training (FAI)

VILT_FAI

Step 9: The location will appear on the Edit Instructor panel on the Add Instructor
page. You may fill in any additional information if desired. Then, click Submit to add

the Instructor.

Add Instructor

First Name Last Name

Instructor Name:lFAI ||[n5tmdm

‘ Aisalect an existing user)

Home Location: | virtual Instructor-Led Training (FAL)

2

Phone:|

Fax:|

E-mail:

Lang uigz(s)l
en:

Education:

Biography:

Certifications:|

Active:
Approval Required: [ |

I Submit L 9
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Add an External Instructor (Cont.3)

Step 10: You will be returned to the Instructor list for your location. You will be able
to view and edit the Instructor you added.

& Add New Instructor « Previous Next »
;::‘ERUCTDR LOCATION E-MAIL PHONE SCHEDULE ACTIVE EDIT
10 Feder_al Organizations - View ="
- ‘ Locations
[— Esg:triinl“l:;rganizaﬁons - View =
::g:tri:l“zrganizations = View =
Esg:triinl“l:rganizations - View =
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View Facilities for Your Schoolhouse

When you want to view available Facilities...

Steps 1 & 2: Hover of the ILT tab, then select Facilities & Resources.

Learning Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3:Select View Both On-Site and Off-Site Facilities to view both government and
non-government Facilities that have been entered.

Search for Facility Name:

(&)

View Active Fac 3 E\Iiew Both On-Site and Off-Site Facilities

o Add Facility -—

Subordinate Facilities For: dau « Previous| 1-10 of 10 v | Next »

FACILITY Tvee SUT Tho e active SN e EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yoz E4 None
[ ABC Location Room (UTC-05:00) Yes ves  View Usage [ Nane
[ client Admin Location Region (UTC-08:00) wes Yes Ed Mone

Step 4: On the Facilities and Resources page, click the gray + to drill down into Federal
Organizations — Locations to the Facility you wish to view.

& Add Facility
Subordinate Facilities For: dau « Previous Next »
FACILITY TYPE GMT OFFSET  FACILITY E-MAIL ACTIVE ON-SITE VIEW USAGE EDIT RESOURCES
ath Estate DACM Region (UTC-05:00) Yas Yes 54 None
] ABC Location Room  (UTC-05:00) Yas Yes View Usage 4 None
(2 Client Admin Lacation Region (UTC-08:00) Yas Yes B None
[ Cornerstone Admin Location Region (UTC-08:00) Yas Yes 54 None
Defense Acquisition University (DAU) Region (UTC-05:00) Yas Yes E None
Defanse Media Activity (DMA] Region (UTC-05:00) Yas Yes 54 None
Defense Security Cooparstion University (DSCU) Region (UTC-05:00) Yes Yes =4 None
Defense Threat Reduction Agency (DTRA) Region (UTC-05:00) Yes Yes E4 None
Department of Defense Education Activity (DoDEA) Region (UTC-05:00) Yas Yes B None

4 . eml Organizations - Locations Region (UTC-05:00) Yas Yes E None

-
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View Facilities for Your Schoolhouse
(Cont.1)

Steps 5: Click Edit icon to view or edit the information for this Facility.

|
2 wirtual Instructor-Led Training (FAI) Region (UTC-05:00) Yas Yas 5 = None
A ___,‘_ I

Step 6: View or edit the information for the Facility. Click Save to save any information
you entered or Cancel to exit without saving any information.

Tty | T

State | - None selected ------ v

Postal Code |

Time Zone (UTC-05:00) Eastern Time (US & Canada ¥

Contact

Phone

Fax

Email

Occupancy

Approval Required

(]

On Site

<]

—
6 Cancel Save
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Add Facilities for Your Schoolhouse

When you want to add a Facility...

Steps 1 & 2: Hover of the ILT tab, then select Facilities & Resources.

Learning Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3: Click the Add Facility link.

Search for Facility Nama:

| (A=)

View Active Facilities Only D View Both On-Site and Off-Site Facilities

3 > Add Facility I
» > ies For: dau « Previous Next »

GMT FACILITY E- ON- VIEW

FACILITY LVEERp=- - e ACTIVE oo usace  EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yas Ed Mone
& ABC Location Room (UTC-05:00) Yes ves  View Usage [E° MNone
[ client Admin Location Region (UTC-08:00) Vs Yes E4 None

Step 4: The Create Location page will open. Note Locations and Facilities are used
interchangeably in CSOD. In the Define Location section, enter the following
information for the Facility/Location: Name, a unique ID, and a brief Description.

Create Location

Define Location

Description
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Add Facilities for Your Schoolhouse
(Cont.1)

Step 5: In the Details Section, select a Parent Location. The Parent Location is the
Location/Facility under which this new Location/Facility will appear. You may also
choose an individual to be the Owner of this Location/Facility. This is optional.

Details

[

Owner

Step 6: Check the Active box to make this Facility/Location active in CSOD.

Details

Owner ‘

Active 6 ; E

Step 7: In the Facility Information section, Enter as many details as you can to help
students find this Facility/Location. Note: The only required field is Time Zone. If
you decide to add Occupancy, you won’t be allowed to add more registrations
than the Occupancy number when creating a Session.

Facility Information

Oceupancy

Approval Required
On Sita

o of
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Add Facilities for Your Schoolhouse
(Cont.2)

Step 8: Do not check the Approval Required box. The Federal Organizations are
not using this CSOD feature.

Facility Information

Faciity Type

Cauntry

Addrass #1 | ‘

Address 22 [ \

o | 1

Postal Code | |

Tinse Zone e ——

Cona \ \

rane \ \

[ \
1 ]
\ |

Occupancy

Approval Raciired Q 8
On Sita .

Step 9: Check the On-Site box if this is a government Facility/Location. Otherwise,
leave this box unchecked.

Facility Information

Faciity Type

Country

Address 1 [ |
Address 22 [ \

ary [

State None selected v

Postal Coda | ‘
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Add Facilities for Your Schoolhouse
(Cont.3)

Step 10: Click Save to save the Facility/Location. Click Cancel to return to the
Facility page without saving.

T T T
Fax ! ‘
Email ! ‘
Occupancy | ‘
Approval Reguired [m}
On Site =}

10 vy = B

You will return to the main Facilities page. From here, you can search for and view
the Facility/Location you just added or add another Facility/Location.

Search for Facility Name:

| (Sseer]

View Active Facilities Only D View Both On-Site and Off-Site Facilities

= Add Facility

Subordinate Facilities For: dau « Previous | 1-10 of 10 » | Next »
GMT FACILITY E- ON- VIEW
FACILITY Tvee ool T active ot USAGE  EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yes [E4 None
[ ABC Location Room  (UTC-05:00) Yes ves  View Usage [E° Mone
=) Client Admin Location Region (UTC-08:00) Yes Yes [Ed Nane
=
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View Online Trainings in Catalog

When you want to view online training...
Steps 1 & 2: Go to Admin, then select Catalog.

Admin Certifications Performance

Catalog

Learning Assignment Tool

Custom Field Administration

Step 3: Click on Course Catalog.

Catalog Management

E Manage all aspects of the training catalog including training, providers, subjects and evaluations.

Course Catalog General Learning

3 :Course Cata!oE E I Evaluations
I anage all traming courses that have already been created

Create and manage evaluations that can be attached to all
in your portal training in the catalog

Step 4: After you enter the name of the course you are searching for click on the
Training dropdown next to the search box.

Course Catalog

What would you like to search fd 4 : : Training I v

Refine search

Step 5: Check the Online Content box.

Course Catalog

What would you like to search for? Training‘ v
|
Refine search All Training

Online Class
Curriculum
Event

Test

Matosio

5 | Online Content
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View OLT in Catalog (Cont.1)

Step 6: Click on Refine Search.

What would you like to search for? Training v m
C=1ds

Step 7: Click Provider to filter by Provider. You can follow the instructions below for
filtering by Provider for any of the Refine your search fields.

What would you like to search for? Training v

Refine your search

Description Subject 7 ‘I Provider I Subscription

Step 8: Select the Provider you wish to filter your search results by.

Select Provider

|Ewea rch through all of the providers m

Provider Name H
Federal - GSA Acquisition Institute
Federal - Homeland Security Acquisition Institute (HSAI)

Federal - Instructor-Led (ILT)

8 Federal - Online Training (OLT)

Step 9: Click Search. All relevant OLT will appear in the search results.

Created Date clear

Languages From To

Availability Select Criteria ¥
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View Online Trainings in Catalog

When you want to view online training...
Steps 1 & 2: Go to Admin, then select Catalog.

Admin Certifications Performance

Catalog

Learning Assignment Tool

Custom Field Administration

Step 3: Click on Course Catalog.

Catalog Management

E Manage all aspects of the training catalog including training, providers, subjects and evaluations.

Course Catalog General Learning

3 :Course Cata!oE E I Evaluations
I anage all traming courses that have already been created

Create and manage evaluations that can be attached to all
in your portal training in the catalog

Step 4: After you enter the name of the course you are searching for click on the
Training dropdown next to the search box.

Course Catalog

What would you like to search fd 4 : : Training I v

Refine search

Step 5: Check the Online Content box.

Course Catalog

What would you like to search for? Training‘ v
|
Refine search All Training

Online Class
Curriculum
Event

Test

Matosio

5 | Online Content
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View OLT in Catalog (Cont.1)

Step 6: Click on Refine Search.

What would you like to search for? Training v m
C=1ds

Step 7: Click Provider to filter by Provider. You can follow the instructions below for
filtering by Provider for any of the Refine your search fields.

What would you like to search for? Training v

Refine your search

Description Subject 7 ‘I Provider I Subscription

Step 8:Select the Provider you wish to filter your search results by.

Select Provider

|Ewea rch through all of the providers m

Provider Name H
Federal - GSA Acquisition Institute
Federal - Homeland Security Acquisition Institute (HSAI)

Federal - Instructor-Led (ILT)

8 Federal - Online Training (OLT)

Step 9: Click Search. All relevant OLT will appear in the search results.

Created Date clear

Languages From To

Availability Select Criteria ¥
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Assign Online Training (OLTS)

When you want to assign an online training to your subordinates...

Step 1:Search for the online training that you would like to assign using Global
Search.

I Scarch i}

Step 2: Select the training you wish to assign.

Global Search

Refine search

Training results (16)

DTRA SCI Annual Refresher
- Online Class | Defense Threat Reduction Agency (DTRA) | $0.00
Course Description

Online Class | Federal - Online Training (OLT) | $0.00

- FCL-CM-2500 Category Management 101 PnI - 2

Step 3: Click Assign.

HelpDesk  Performance

ONLINE CLASS

FCL-CM-2500 Category Management 101 Pt 2 ONLINE CLass

FCL-CM-2500 Category Management
Last Updated 11/11/2020 101 Pt 2
Details

shewtters

Assign

w
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Assign OLTs (Cont. 1)

Step 4: Select a Due Date (if applicable) by clicking on the Calendaricon.
Step 5: Enter any comments inthe Comment box.

Step 6: You can decide to automatically register subordinates into the ILT by click the
checkbox next to “Automatically Registers Users” (recommended).

FCL-CM-2500 Category Management 101 Pt 2
- Online Class . Federal - Online Training (OLT) . $0.00

I Due Date 2z} 'r\ 4

Add a Comment I

I Automatically register users\eg 6

Step 7: Select the subordinates you want to assign the training to by marking the
checkbox next to the name of the subordinate. You may assign to your direct and
indirect subordinates.

€) Users who have the training already in their transcript are not included in this assignment

n Direct Subordinates Language Equivalency Assignment History
7 r & FAl Studentd I .
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Assign OLTs (Cont. 2)

Step 8: Click the Submit button at the bottom of the page.

Automatically register users

€) Users who have the training already in their transcript are no

n Direct Subordinates Language E
v [ ] /

FAl Student3
l

f urrent Status Include Subordinates

None

Select an Indirect Subordinate N Select a User frJ.

- Indirect Subordinates Language Equival Current Status

; s
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Register for Online Training (OLT)

When you want to register for Online Training...

Step 1: Type the name of the OLT you would like to take into the Global Search box and
click the magnifying glass or hit enter.

Search | : 1 3

Step 2: Your search results will appear on the next page. Click the title of the OLT you
would like to take.

Global Search

Training results

—  FAC 068 Contract Types
Curriculum | Federal - Online Training (OLT) | Total Price $0.00

Develop an understanding of the most common contract types and their basic characteristics as well as factors to consider
when selecting and negotiating the contract type.

— | FAC 057 COR Refresher
2 - urrcufum ederal - Online Iraining (OLT) | Total Price $0.00

This module provides a refresher of the duties, roles and responsibilities of the Contracting Officer's Representative (COR) in
the contract pre-award phase, and the contract administration and management phase. Module 1 provides an overview of
these elements, while Module 2 is an interactive, scenario-based exercise that allows the COR to apply im...

Step 3: Click the Open Curriculum button to register for the OLT. The course will then
be added to your Transcript with a status of Registered.

CURRICULUM

FAC 057 COR Refresher CURRICOLIN

FAC 057 COR Refresher
Last Updated 11/19/2020

Details

S 3
This module provides a refresher of the duties, role; i

Representative (COR) in the contract pre-award phase ™

FAC 057 COR Refresher Open Curriculum
= Due: No Due Date | Status: Registered

60




Submit an Exception Request

When you want to submit an Exception Request for a course prerequisite...

You will submit an Exception Request when you would like to register for a Session
that has a prerequisite requirement that you do not meet. If granted, this request will
allow you attend the course without having the prerequisite on your Transcript.

Step 1: Select the Session you would like to join and click Add to Waitlist or Request.

PARTS / SCHEDULE

DEC  Tue, Dec 29, 2020, 8:00 AM - Thu, Jan 14, 2021, 5:00 PM EST

29

FAl Instructor

| Add to Waitlist v |

Step 2: A Warning will pop-up. Select Continue to submit an Exception Request.

There are conflicts in your request:
This training requires prerequisites to be completed before you request. You

may submit an exception request for administrative approval if you would
like to be exempted from the prerequisite.

Step 3: The status for the session will change to Exception Requested on your
transcript.

pmmrs ACQ 265 (FED): Mission Focused Services Acquisition
] Due: Mo Due Date |Status: Exception Requested
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Approve Training Requests

When you want to approve training...

Steps 1 & 2: Navigate to the Reports tab and then click on Standard Reports.

Leo Reports ILT Content Admin Help Desk

Standard Reports

Integration Reports

Step 3: Click on the link for the Pending Requests report to view training requests.

() — R —all
5 - il
(O] = = A
Track Employees ILT Training Performance

Form Management Status
Displays siatus summary information for compliance forms.

No Show Details
Displays sessions where one or more students did not atiend the required number of paris. Detail view lists no-show
employees.

Past Due
Displays employees past due fraining.

Past Requests
Displays fraining requests you have already approved, deferred. or denied. You may change your decision for fraining that an
employee has nof yet regisiered for.

ﬁ

Pending Requests
Displays outsianding fraining requests you must approve, defer, or deny.

Step 4: Click on the red X to deny the request. Click on the green check to approve.

% Printable Version X€ Export to Excel (4 Results)
Name I |:||| @, Search
Requested By Training Type Date Purposs Options
o . r-\ Con 100 (FED): Initial 12/15/2020 3:21 PFM 4 :,J x I
Department of Justice (Organization) \=Shaping Smart -
Business —

Arrangements

\ == ACQ 265(Starts Initial 12/15/2020 5:38 PM s
Justice Management Division (Organization) == 1/13/2021)

62




Nessions
and
Rosters




Create Event

When you want to create a new Event...

Steps 1 & 2: Hover over the ILT tab, then select Manage Events & Sessions.

Learning Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3: Select Create New Event.

Manage Events & Sessions
Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and

schedule new sessions.

[Waitlists | [ Exception Req ] [ Interest Tracki

Search All Events

—Search for events or sessions

@® Search for all Events O Search for all Sessions

[Event Name [subject 8| [vendor 5]

All Languages
or search for sessions directly by using locator number

Locator Number | View Active Events Only

Legend
7 Edit Evaluation 2 View Evaluation Report 7 EditEvent [P Copy Event O view Sessions

| & Create New Event 3 bl

Note: When creating a session, the first step is to define a
part for the session. See Create Session - Parts Schedule -

Define Part.
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https://help.csod.com/help/csod_0/Content/ILT/ILT_Sessions/Create_Session_-_Part_Schedule_-_Define_Part.htm

Create Event (Cont.1)

Step 4: In the Properties tab, add the Event Name. The Event Name is the name of the
course, such as ACQ 265 (FED): Mission Focused Services Acquisition.

Add New Event

C

A 5
Availability . /Event Number: | I

Training Units Vendor: | 3
session Defaults Training Hours: III hour(s) D minute(s)
Object ID: 013fdd1a-5b9d-403a-%a61-8541%18f6aaf
Description: |W
Al (= 2=

Step 5: Add the Event Number. The Event number can be similar to the Event name,
for example, ACQ265(FED).

Add New Event

R (. —

Availability Zvent Number: 9

Training Units / Vendor: |

Session Defaults Training Hours: D hour(s) D minute(s)

Object ID: 013fdd1a-5b9d-403a-9a61-85479 18fGaal
Description:

|B 1 O =iz

Step 6: Select a Vendor for the Event.

Add New Event

— B

Availability Event Number: | |
Training Units 6 Vendor: | 2|

Session Defaults Y v/ﬁﬁning Hours'[o [hour(s] [0 [minute(s)
Object ID: 0137dd1a-5b%d-403a-%9a61-8541% 18i6aafl
Description:

|BIH ==
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Create Event (Cont.2)

Step 7: Enter additional information as applicable. As a Federal Organizations
Registrar, you will likely enter: Training Hours, Description, Objectives, FAlI Course Code,
Continuous Education Units, Event Information, and Target Attendees.

[ -
7 vendor: [ e
- Training Hours: o hour(z) [0 minute(s)
—] { Object ID: dch3133c-THd3 4373-8958 achfBdd50eTb

Description:
o Bz U =S

# Design <> HTML

Resources: Add Attachment o

No attachments have been uploaded for this Event
Objectives e
2 B Ll = i=

~ Design <> HTML

Avaliable Languages: | Englsh (US v | Check 3l the languages that the condent in this Event contains

Default Language: English (US) : This is the language in which the event is shown to the user if this event's information is not localized in their language.
FAI Course Code &

Continuous Education Units

Confinuous Learning Points

Event information

Pregecessor Courses

Target Attendese

Resources: o Add Material

Type Titie ,_n

Step 8: Subjects is a required field. Select the Add Subject link.

Type Tite
8 > Subjectsf © A0¢ Sudject
__.«ftompotsnctsa T
— Skiis: o Add Skl
Options: [Jacive [ Atow Users To Atiend Multiple Sessions E] Aow interest tracking
Ability to Select Seasions: Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Detais
EJEnd Usors [J Admins and Managers
Kaywords &
Training Contact: o)
Created By
Last Modined By
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Create Event (Cont.3)

Step 9: Use the gray + to drill into
Federal Subjects.

E Find Subject

Search by subject name:

| [ Q, search ]

I Subject Name

Areas of Concentration
Career Field
Categories

Content Area

Delivery Mode

9 ﬁederal

= ﬂ @ LinkedIn L earning

Step 10: Use the blue link to select the
applicable Subject(s).

h Subject Name

Areas of Concentration

Career Field
Categories
Content Area

Delivery Mode

10 :DAcquisHinn Managememl
uditing

D Business and Financial Management

D Contract Management

T Contracting

© Contracting Officer's Representative (COR)
[ Cost Estimating

[ Earned Value Management

Step 11: The Subject will be added to the Event on the Event page. Ensure Active and
Allow Interest Tracking are checked. Check Allow Users To Attend Multiple Sessions

only if the Eventis for Brown Bags.

Subjects: & Add Subject
T Federal > Acquisition Management
Competencies: & Add Competency
Skills: & Add Skill

1 1 P Options: [ Active Allow Users To Attend Multiple Sessions B2 Allow interest tracking I

_ability 10 Sele
— Sessions:

End Users [_] Admins and Managers

Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details

Keywords: ‘

[

Training Contact: j2)
Created By:
Last Modified By:
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Create Event (Cont.4)

Step 12: Add Keywords if desired.

Subjects: ¢ Add Subject
T Federal = Acquisition Management
Competencies: & Add Competency
Skills: ¢ Add Skill

Options: B Active Allow Users To Attend Multiple Sessions 8 Allow interest tracking
Ab'"tysteosgfolsg Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.

End Users [ Admins and Managers

Keyword:

b ng Con
_— Created mira Reiss on Monday, December 28 2020
Last Modified By: Amira Reiss on Monday, December 28, 2020

Save

Step 13: Add a Training Contact for this Event if desired.

Subjects: & Add Subject
0 Federal = Acquisition Management
Competencies: & Add Competency
Skills: ¢ Add Skill
Options: B Active Allow Users To Atiend Muitiple Sessions B Allow interest tracking

Ability to Selec!

Sessionsf Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.

End Users ] Admins and Managers
e |

¥
13 g Training Contact: ]
T =

- Last Modified By: .

Save Cancel

Step 14: Click Next to save this information and move to the Availability tab.

Subjects: & Add Subject
T Federal > Acquisition Management
Competencies: ¢ Add Competency
Skills: ¢ Add Skill
Options: B Active Allow Users To Attend Multiple Sessions &8 Allow interest tracking

AD'"WS(EOSgﬁ::sS Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.

End Users [ Admins and Managers
Keywords: | \e)

Training Contact: J2)
Created By:
Last Modified By:
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Create Event (Cont.5)

Step 15: In the Select Criteria drop down, click Organization.

Copy Availability To New Sessions

AVAILABILITY

Availability

Select Criteria v
Select Criteria INCE

Grade —
[ Location
Group

Users

MBORDINATES

PRE-APPROVED REGISTER UPON APPROVAL

Step 16: Click the pop out that appears
next to the field.

Copy Availability To New Sessions

AVAILABILITY

Organization g ] 16

REMOVE CRITERIA

Step 17: Click the gray + next to DAU
Registrar to drill down within the
Organizations.

ADD TITLE
@ [DBaH
@ [ Client Admin Organization
@ [ Cornerstone Adminis’ aanization
@ DAU Registrar 1 7
@ [JNon-Authenticate

Step 18: Click the blue + next to Federal
Organizations to make this event open
to all Users within the Federal
Organizations hierarchy or continue to
drill down. Note: We will be able to set
more restrictive availability when
creating sessions.

iy

ADD TITLE

@ 4TH ESTATE

@ AIR FORCE

& ARMY

j Defense Security Cooperation Agency (DSCA)
1 8 ‘ o Federal Organizations

- ’ FOREIGN MILITARY

%  # INDUSTRY
@ EHNAVY

Step 19: Click the Done to add the
availability.

Top Mode : DAU Registrar
Selected Organization
REMOVE TITLE D
Federal Organizations oA
(8 Results)
ADD TITLE D
L] 4TH ESTATE KA
L] AIR FORCE UE
L ARMY Ha
& Defense Security Cooperation Agency (DSCA) KAGZ
/A Federal Organizations oA
& FOREIGN MILITARY zA
& INDUSTRY 00
] NAVY uM
19
- —_—
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Create Event (Cont.6)

Step 20: Check the Include Subordinates, Pre-Approved, and Register Upon Approval
boxes. These options will ensure that all Federal Organizations Users will see the Event,
that users will not go through the workflow unless dictated in the Session, and that
users will not need to register themselves after they are approved.

Copy Availability To New Sessions
AVAILABILITY
[ Select Criteria v
REMOVE CRITERIA INCLUDE SUBORDIMATES PRE-APPROVED REGISTER UPON APPROVAL
B e 20
(oA) -
~
Step 21: Click Next to save the Step 22: You will not use the Training
availability and move to the Training Units tab. Click Next to advance to the
Units tab. Session Defaults tab.

s L Training Units
Copy Availability To New Sessions

(@ Allow users to check out with training uni
AVAILABILITY

value
[Select Criteria - Disassociate pricing from monetary value
REMOVE CRITERIA INCLU ) Do not allow payment by training unit for 1

All users in Organization:
@ Federal Organizations
(oA)

[«Back] ’Save] [Cancel] ’Next»} .. 21 [22 ;_.‘ Next »

Step 23: Any information you enter in the Session Defaults will appear for all Sessions
you create. You can set this information here if itis standard for as Sessions or set this
information when creating Sessions. You can still edit the information in the Session.

In the Resources section, add any attachments, if applicable.

Session Defaults

RESOURCES

23 : Add Attachment & |

il Mo attachments have been uploaded for this Session
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Create Event (Cont.7)

Step 24: In the Registration section, set Step 25: Set the Minimum Registration
the Registration Deadline. Is the amount and Maximum Registration for Sessions
of time before the Event you wish to in this Event. These fields are required
allow no more Users to register. but can be updated at the Session level.
REGISTRATION REGISTRATION
Reg\stralion| ||Day(5) ~|[Before | first part of session Registration| ||Day{5] ~|[Before | first part of session
Deadline: starts_ (Request and Register) Deadline: starts_ (Request and Register)
24 Before: (Session Start Date and Time — Timing Selected Before: (Session Start Date and Time — Timing Selected
u Above = Registration Deadline) Above = Registration Deadline)
After: (Session Start Date and Time + Timing Selecied Above After: (Session Start Date and Time + Timing Selected Above
= Registration Deadline) = i ign Deadling)
Reg?:ltr:irartr:gm l—l Regisltr;!artl?gm l:l 2 5
Maxi . Maxi -
Regisat):'lartr;gm l:l Regi:tg?gm l:l r o

Step 26: If the same vendor is providing Step 27: In the Enrollment section,
all instances of this training, enter this select None. You will set this when
vendor in the Delivered By field. creating Sessions.
Reg'i\gitr;“iartri]gm L J- ENROLLMENT
Mammum - once users are registered in this session, some enroliment

(_) Place Enrollment Restrictions

Received E () Manage Reservations and Restrictions

Delivered | options may not be available.
I ol 9820 27 5%

Date: ]
Step 28: In the Waitlist Section, ensure Step 29: Set the Waitlist Expiration for
Allow waitlist for sessions in this event, this Event, if applicable.

Allow Auto-Management of Waitlist,
Grant waitlist opening toone user at a
time based on priority, Auto-Register
User upon Granting Waitlist, and Limit

users to one waitlist per event are all WAITLIST
c he C ked . Waitlist: B jiow waitiist for sessions in this event
Allow Auto-Management of Waitlist
WAITLIST ® Grant waitlist opening to one user at a time based on
priority
itlist: (O Grant apening to all waitisted users at once for first
Waithist: [ ajiow waitist for sessions in this event come first Senf)g,j regglslralmn
Allow Auto-Management of Waitlist Auto-Register User upon Granting Waitlist
® Grant waitlist opening to one user at a time based on " . B
priority [ Limit users to one waitiist per event
2 8 () Grant opening to " 4ll waillisted users at once for first ,.,,::ﬁ::!? Students have D days and D hours to
come first served registration i itk i
[ Auto-Register User upon Granting Waitlist 2 9 Waitlist expires D days and hours before
session start date

Limit users to one waitlist per event

—
Students have |0 days and |0 hours to
register for a class after a waitlist opening is granted
Waitist expires [0 | days and [23 hours befare
session start date

Deadlines:
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Create Event (Cont.8)

Step 30: Move to the Prerequisites Step 31: Move to the Additional
section. Add Prerequisites if applicable Requirements section. Add Pre-Work or
by selecting Add New Option. The Add Post-Work if applicable.
prerequisite must be in CSOD to be
selected.

ADDITIONAL REQUIREMENTS
PREREQUISITES

Pre-Work: Add Pre-Work =) I 3 1
.

PostWork: Add Post-Work =) s
o 30 - -

Add New Option . Times in elect this option 1t you wouldwee me Start and End times
NAME

TYPE OPTIONS Time Zone of 1" all Sessions to display to Users in their Time Zone.
User: T¥pically, this option is useful if users can join remoely.

Step 32: Click Save to save this Event.

ADDITIONAL REQUIREMENTS

Pre-Work: Add Pre-Work 2
Post-Work: Add Post-Work )
Display Times in

. [ select this option if you would like the Start and End times for all Sessions to display to Users in their Time
Time Zone of
User: Zone. Typically, this option is useful if users can join remotely.

3205

You will be returned to your Manage Events & Sessions page. From here, you can
search for and view the Event you created.

Search All Events
Search for events or
’7 ® search for all Events O Search for all Sessions
e B vander 5]
]
or search for sessions directly by using locator number
[Locator Humi | Evisus active svants ony
Q, Search
L
|7[?T Edit Evaluation 29 View Evaluation Report 2] Edit Event Copy Event [ View Sessions ‘
& Create New Event3€ Export to Excel
Events
woresuis) [Ell[2]> »
Event Name Subjects Vendor Language(s)  gonanee Fpproved Compieted  Evauation Options
LA (BN EL T OReE Sevs Federal Federal - Instructor-Led (ILT) English (US) 0 2 0 Z2E 2@
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Edit Event

When you want to edit an Event...

Steps 1 & 2: Hover over the Admin tab, then select Catalog.

Help Desk Performance

Catalog

Users

Step 3: Click on Course Catalog under Course Catalog heading.

Course Catalog General Learning

Course Catalog Evaluations
3 ' #Manage all training courses that have already been created Create and manage evaluations that can be attached to all
- ’ rin your portal training in the catalog
. X Providers
Learning Objects Manage which training providers are active
Events and Sessions
Create and manage instructor led training
Tests
Create and manage tests
Step 4: Enter the name of the Event Step 5: Click Search.
you are looking for into the search
field.

Course Catalog

I\
acg 265 Training 5 m
r | B 4 .

Refine search

Course Catalog

Step 6: Click the arrow in the Actions column to the right of the Event name.

Created Maodified ¥
.“
oy ACQ 265 (FED): Mission Focused English

17 4
Services Acquisition (Us) 1/17/2020 : I

Federal - Instructor-Led (ILT) MN/A
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Edit Event (Cont.1)

Step 7: Choose Edit from the dropdown menu.

Created > | Modified + -
.“ Date Afhom

Federal - Instructor-Led (ILT) A E?Slslih 1171242020 12/18/2020 v

7 Edit

e ACQ 265 (FED): Mission Focused
“  Services Acquisition

7 o DHS: ACQ 265 Federal - Homeland Secunty N/A English 9
2] Acquisition Institute (HSAI) ’ (US) " View as User

Step 8: Use the tabs along the top of the page to edit different elements of this Event.

Edit ACQ 265 (FED): Mission Focused Services Acquisition

Select any of the tabs below to adit course infermatien. Meving to 2 differant tab will automatically save the information on the previous page.

General

Edit Training

Title: | ACq 265 (FED): Mission Focused Services Acquisition
Provider: Federal - Instructor-Led (1LT)

Type: Event
Version: 1.0

Step 9: To edit the emails that are sent for this Event, click the Emails tab.

Edit ACQ 265 (FED): Mission Focused Services Acquisition

Select any of the tabs below to edit course information. Moving to a different tab will automatically save the information on the previous page.

General Subjects Skills Competencies Acknowledgement

Edit Training

Step 10: Select System Defaults to send the default emails authored for all Federal
Organizations.

General Subjects Skills Competencies Acknowle]

Select Email Configuration

O System Defaults §Us= default emails based on settings and availability from email administration arez. All emails relat
20 e il 2pply to emails that have not yet been queued.

— () Custom Emails - All emails related to this learning object may be customized. By default, triggers related to the sel)
~ emails sent related to this training will be sent based on the custom templates below. Changes made to the custom

() Mo Emails - No emails will be sent in association with this training. Email actions that are bypaszsed with the select

Cancel Save
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Edit Event (Cont.2)

Step 11a: Select Custom Emails to edit Step 11b: A panel will open in the
the emails sent for this Event. bottom portion of the page. Click the
gray x next to the email you wish to

General Subjects .
. edit.
Select Email Configuration
() System Defaults - Use default emails based on settings Email Administration

Mwill - =mails that have not yet 4
(® Custom Emails - 11a . to this learning objed
—amailscacialatal e’

4 will be sent based on .!rl 11 b Son e tens
() No Emails - Mo emails will be sent in association with th ] — » Training

ACTION ACTION 1

Request Webcast Training

Step 11c: Click Edit in the Option column to edit the email.

ADD.
acrion ACTION TYPE DESCRIPTION A
|5 Request ILT Session Instructor Led User submits request for an ILT session =
Training
EMAIL CATEGORY RECIPIENTS AVATLABILITY cusTomM/ LANGUAGE ACTIVE OPTIONS

DEFAULT

ILT Session Has Been Requested Notification Next approver if training request is pending "O“"g‘f:;‘a‘n"ﬂg%fn’l‘ﬁa‘:'e“gu?ﬂf;’:a‘ms) D English (US), All Languages'

<
All users in Organization: Defense Security
DSCU Request ILT Session Confirmation Next approver if raining request is pending  Cooperation Agency (DSCA) (Include D English (US), All Langua( 11 C ER Ao
Subordinates)

Step 11d: Make required edits to the email.

Email Title | LT Session Has Been Requested | &)

P—

Reply-To Address | norsoly@dau.edu |

Type | Notification W
Language: | English (US) v | B includa usars not using this language

e select users to receive this email.

o | ueer or [ v 2

W Wext approver if training request is pending

| | user o | v|tT

Rastrict the availability of this email to the fallawing OUs:
1 1d The availability criteria that you select will only include employees who meet the following criteria: (O
1

’f Availability ['Seject Criteria ~|

T All users in Organization: Federal Organizations (9A)

are replaced with the corresponding values when emails are sent.
Tags pigplay a list of tags that can be used within the subject and body of the e-mail &
Subject | You Received An ILT Request From TRAINEE.FIRST.NAME TRAINEE.LAST.NAME

Message @) iyl () plain Text

A - & v Verdana -~ 10pt | Normal ~|Zoom - @ B B O @
e-BAY cRR Y EAEYdE REEOQ-
B 7 Ua = E=E % XA =82 &

APPROVER.FIRST.NAME APPROVER.LAST.NAME,
TIRAINEE FIRGTNAME TRATNEE | ASTNAME hag submitfed an 11T reguect for 2

Step 11e: Click Save Email to save the email and return to the Email tab. Click Cancel
Email to return to the Email tab without saving.

# Design | €»HTML @ Preview

11 e : Save Email Cancel Email I
[Coney  Sve]
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Edit Event (Cont.3)

Step 12: To turn off Emails for this
Event, select No Emails.

General Subjects Skills

Select Email Configuration

() System Defaults - Uss default emails bazed on settings and availa
administration area will 2pply to emails that have not yet been quey

Step 13: Click Save or navigate to
another tab to save your email choices.

General Subjects Skills

Select Email Configuration

() System Defaults - Us= default emails bazed on sattings and availa
administration area will apply to emails that have not yet been que

(7) Custom Emails - All emails related to this learning object may bej
- j lateds ‘raining will be sent based on the cusig

: sent in association with this traininy

(7) Custom Emails - All emails related to this learning object may bg
~ emails sent related to this training will be sent based on the custy

(® No Emails - No emails will be sent in association with this trainin

(o) =3
. S

(® No Emails -

) 12
-

Step 14: To update the Evaluation used for this Event, click the Evaluations tab.

ability Emails Recommendations Training 14 m

tustom evaluation by editing tha default. If yvou later decide to replace a custom evaluatmee #ith !"He TErauIt then

Step 15: Check the box inthe Active column to activate Level 1 Evaluation for this
Event.

EVALUATION | REQUIRED INCLUDE PRE-TRAINING PREVIEW

15 o] .

Level 1 - Reaction Evaluation

HiA 0d.1

Step 16: Check the box in the Required column to require Users complete Evaluation
for this Event.

EVALUATION REQUIRED

el

INCLUDE PRE-TRAINING PREVIEW

B

Level 1 - Reaction Evaluation HiA

Step 17: Click the pop out in the Options column to select the Evaluation for this
Event.

REQUIRED

INCLUDE PRE-TRAINING PREVIEW

-3

TITLE OPTIONS

17‘_4_, L

NFA 04 ILT/VILT v4 - Updated
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Edit Event (Cont.

4)

Step 18: Click the blue + next to the Evaluation you wish to use for this Event.

& End of Course Evaluation OLT

18 & Federal ILT Evaluation [FY21JI

& Federal OLT Evaluation (FY21)

& FPD End of Course Evaluation (ILT/WVILT) 2

English (US)

English (US)

English (US)

English (US)

9/24/2018 1001557

AM

9/25/2020 5:00:12

PM

9/25/2020 2:30:00

PM

1073072018 1:10:19

PM

9/24/2018 10:16:38
AM

11432020 12:30:05
PM

1132020 12:30:55
PM

121192018 3:16:26
PM

You will be returned to the Evaluations tab. You can view the Evaluation you chose

under the Title column.

INCLUDE PRE-TRAINING PREVIEW

TITLE

TYPE OPTIONS

h/A &

Faderal ILT Evaluation (FY21)

Custom @ f‘e

Step 19: Click Save or navigate to another tab to save these changes.

R

EVALUATION ACTIVE
Level 1 - Reaction Evaluation
19
e
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Create Sessions

When you want to create a Session...

Steps 1 & 2: Hover over the ILT tab, then select Manage Events & Sessions.

Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3:Search for the Event to which the Session will belong. Enter the Event Name
into the searchfield.

Home Learning Reports T Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ watiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

(® search for all Events O Search for all Sessions

[Event Name |

3 B [vendor ]
™ \\___,

or search for sessions directly by using locator number

"l

Locator Number | View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports lag Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instanes of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ® search for all Events O Search for all Sessions

[Event name ] [subject 2|  [vendor

2
All Languages =]

or search for sessions directly by using locator number

Locator Number |

[ view Active Events oOnly

=]

—r
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Create Sessions (Cont.1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Results)
Subjects Vendor Language(s) Tentqtive R Cfumprleted Evaluation Options
Federal Federal - USAID PDT - Center for Continuous Leaming English (US) o 2 o 5 \
-
Federal F:g:rl‘)al - Homeland Security Acquisition Institute English (US) 0 2 0 ‘rg_,a./‘i; @m0
Federal Federal - DOE Acquisition Leaming Center English (US) 4] 2 (1] ™) ™) .jj o

Step 6: Click Create New Session.

6 & Create New Session

Day Start Date End Date Session |

Friday

Friday

Step 7: In the Parts Schedule tab, enter the Part Name. The Part Name should include
the schoolhouse providing the Session, the course number, the fiscal year, and the
Session number. Example: DHS: ACQ 265-2021-01.

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

Parts Schedu 7
o

Details D

i m—
i |
Logation: Select Room Layout Add Resource

M

Availability

Add Instructor
Emails

Step 8: Enter a Description for this Session (optional).

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

Parts Schedule Name: [ -
Details I Description: | 3¢ 8
Availability — r

¥ \s_( 4 Resource Add Instructor
Emails e
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Create Sessions (Cont.2)

Step 9: Choose a Location for this Session by clicking the pop out next to the Location
field.

ACQ 265 (FED): Mission Focused Services Acquisition

- Created by Amira Reiss on 12/28/2020

] —
@

Details iption:
Description:

Availability Location: 9 :@ I Select Room Layout Add Resource
-

Emails

Add Instructor

Step 11: Click the blue + next to a

Step 10: Click the gray + next to a
Location to select it.

Location to drill down to the Location
for this Session.
FAI: VIENMA, VA

bieroray | i
L FAI: WASHINGTON, DC

BRD TITLE

10 "Eederal Organizations - Locations B 11 Instructor-Led Training (FAT)

|

Step 12: The Facility Details window will appear. Click Done to add this Location to the
Session.

Facility Details
Facility Virtual Instructor-Led Training (FAT}
Confi i
Renuireds | Require the location ta be confirmed before the session Is 2pproved®

Notes:

P
"o is not chackad, the session will be approved even if the facility is not available)

(*If the "Confirmation Required” ch

=

Step 13: Click Add Instructor to assign an Instructor to this Session.

ACQ 265 (FED): Mission Focused Services Acquisition

- Created by Amira Reiss on 12/28/2020

R A —
&

Details Description: |
Availability Location: Select Room Layout Add Resource 1 3 Add Instructor
Emails /1I
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Create Sessions (Cont.3)

Step 14: Click the Name of the User you
would like to make the Instructor of this
Session.

(18 Results)

Name Location

—
—

DAUO0B30700347

User ID

Federal
Organizations -
Locations

IALI0B28800034

14

Federal
QOrganizations -
Locations

Federal
Organizations -
Locations

DAU13084000581

Federal
Organizations -
Locations

DAU13014001061

Step 15: In the Instructor Details
window, click Done to add this
Instructor to the Session.

Instructor: o . ]
CDl'ﬁﬂl'lﬂ_ﬁD'l O Require the instructor to be confirmed before the
Required: .o.i0n s approved”

(“If the "Confirmation Required” checkbox is not checked, the session will
be approved even if the instruckor is not availzble)

(e [BT3015

Step 16: In the Date and Time section, enter a Start Date and End Date for this

Session.
DATE AND TIME
. Iz [ . ’
Start Date:  f[1/11/2021 |E End: [1/14/2021 | 1
B:00 AM_ ¥ T ™~
Start Time: End: e
Time Zone: [ (UTC-05:00) Eastern Time (US & Canada) v [ Display Times in Time Zone of User
Part Duration: 81 Hour(s) 0 Minute(s)

Step 17: Enter a Start Time and End Time.

DATE AND TIME

Start Date: ey | Fpde (44270000 _LD_I

Start Time: End: P 17

Time Zone: [ (UTC-05:00) Eastern Time (US & Canada) v "W Display Times in Time Zone of User

Part Duration: 81 Hour(s) 0 Minute(s)

Step 18: Select the Time Zone for the Session.

DATE AND TIME

Start Date:  [1/11/2021 |E@ End: [1/14/2021 ||

Start Time: End:

Time Zone: I| (UTC-05:00) Eastern Time (US & Canada) | 18 mes in Time Zone of User
’\

Part Duration: our(s inute(s —
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Create Sessions (Cont.4)

Step 19: If you would like CSOD to keep track of the amount of time students are
actually in the Session, you can create Part Breaks. For example, if a part has a Start
Time of 8:00 AM, an End Time of 5:00 PM, and a Part Break of 30 minutes, then the
total training hours for the part is 8.5 hours. Part Breaks are not required and will not
impact CLPs. To add a Part Break, click the blue + next to Part Break.

PART BREAK9
N —

Part Duration - Break(s) = Training Hours

[ Save Part ] [ Save & Add New Part ] [ Cancel ]

Step 20: Label the Part Break. Step 21: Set the Part Duration in
minutes.
PART BREAK ©
Part Duration - Break(s) = Trainig PART BREAK ¢
i i 2 O :I —— Part Duration A= Training Hours
e break total must be fess than ta. _an of the part o @ 2 1 @:
The break fo. ~1ess than the duration of the part
save Part | [ save & Add New Part | [ Cancel |
save Part | [ Save & Add New Part | [ Cancel |
Step 22: Add additional Part Breaks as Step 23: Click Save & Add New Part to
needed by clicking the blue +. (See note create another Part for this Session (this
below on adding parts) functionality is frequently used for
multi-day Sessions) or click Save Part to
PaRTBREAK ¢ D7 save this information.

ion - Breeuy = Training Hours
PART BREAK #

DGR  owsie[ e
The break total must be less than the duration of the part Part Duration - Break(s) = Training Hours
o & ouaion [ Jwinutee)
Save Part ] [ Save & Add New Part ] [ Cancel ] The break total must be less than the duration of the part

-
Save Part Save & Add New Part e 2 3

If the session duration is more than a day, or if separate sessions
within the same day are required, add the session parts by clicking
the Add Part link on the Parts Schedule page. See Create Session —

Parts on CSOD’s Online Help for more information.
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Create Sessions (Cont.5)

Step 24: You will now see a Summary of the Part information for this Session. Click the
Details tab in the left-hand menu.

Parts Schedule ~ Add Part » View Events Calendar 28 Export to Excel @ @ Check Conflicts
~— 24 us Day Part Name Starts Ends Training Hours Location Instructor Options
A\iﬁllat?"lll? \"-v—v"' E) Monday DOE: ACQ 111172021 11472021 81 Hour(s) 0 Minute(s) Virtual Instructor-  FAI Instructor &
Emails 265FED- 8:00 AM EST 5:00 PM EST Led Training (Primary)
Training Units 202t (DCE)
Summary
Step 25: The Session will inherit any Step 26: If this Session is offered by an
defaults set at the Event level. You may external training vendor, enter that
change these values if required. Enter Vendor into the Delivered By field.
the Part flame you chose into the
Session ID field.
Session ID: [DOE: ACQ 265FED-2021-01 |6
Session ID: [DOE: ACQ 265FED-2021-01 4 25 Laﬁg\rﬂ;gﬁ English (US)
Languages. ENOISh (US) ~—_ Credits: [32
Credits: [32___| DelwegedI:IQ . 26
elivere ¥ .
] E— I-,—,amen ~—
A — Recaues T
Payment [ 1.9 Payment | | 5D
Step 27: Enter Session Information. Step 28: Enter the correct number of
Session information is any additional Continuous Learning Points (CLPs) for
information you'd like Users to have this Session.
about this Session.
Code: =
Coge: ¥ | Session S
Session 1= Information:
Information:
27 .
Arr' — Continuous
contnuous Education I:I
Education |:| Units:
Units: Continuous _I
. s s
s ] [ e — . C
Points: Host School b
Host School I:I Q Code: I—I
Code: Target S
Target ,:.) Attendees:
Attendees:
P
P Traininn I
Training al
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Create Sessions (Cont.6)

Step 29: Choose a Training Contact. The
Registrar or Student Services member
creating the Session will be listed as
default.

Target
Attendees:

Training 42J 2 9

Contact: "

RESOURCES

Add Attachment &

Mo attachments have been uploaded for this Session

Step 30: If there are resources Users
need prior to the Session, add them to
the Resources section by clicking the
blue + next to Add Attachment.

Target
Attendees:

Training J2J
Contact:

RESOURCES

Add Attachment & o 30

Mo attachments have been Umoaded for this Session

Step 31: In the Registration section,
enter the Attendance requirements.
This field will dictate how many parts
users must attend to get credit for the
course.

REGISTRATION

pMtendance: |1 d
in the usefis trans.

Day(s) "~ ypeefore v | first part of session starts. (Request and
Deadline: Register)
Before: (Session Start Date and Time — Timing Selected Above = Registrafion

Deadline)
After: (Session Start Date and Time + Timing Selected Above = Registration Deadline)

Minimum
Registration: D
Maximum ’—‘
15

1 2d as attended for a session to be marked completed

Step 32: If applicable, set the
Registration Deadline by indicating at
which point Users can no longer
Register or Request the Session.

REGISTRATION

Attendance: of 1 parts must be marked as attended for a session to be marked completed
i . i

Registration E Day(s) ||Before v | first part of session staris. (Request an®

Deadline: Register)

Deadllné) “,
After: (Session Start Date and Time + Timing Selecied Above = Regisiration Deaw. _,

Minimum
Registration: D

Maximum
Ranisiratinn: /15—‘

Step 33: Edit the Minimum Registration
and Maximum Registration fields if
these values are different than those
entered for the Event.

Minimum
Registration: \:\I
Maximum
Registration: r

ENROLLMENT RESERVATIONS AND RESTRICTIONS

33

Once users are registered in this session. some enrollment

Step 34: Use the Enrollment
Reservations and Restrictions section to
send all users outside your schoolhouse
to the waitlist. Select Manage
Reservations and Restrictions.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

Once users are regisiered in this session, some enrcliment options may not be available.

Enroliment
reservations ~ Nene
and _
restrictions: ' place Enroliment Restrictions

I (® Manage Reservations and Restrictions I 34
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Create Sessions (Cont.7)

Step 35: A drop-down menu will appear.
Choose Organization.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

Once users are registered in this session, some enroliment options may not be available |

Enroliment
reservations — MOne
restrictions: ' pjace Enroliment Restrictions

(@ Manage Reservations and Restrictions

Mone selected o
. Maximum
v 3 5 9 Seats

Allowed

Organization

Step 36: Click the pop out next to
Organization to view the list of
Organizations.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

Once users are registered in this session, some enroliment options may not be available.

Enroliment
reservations ~ None
and
restrictions: ' pjace Enroliment Restrictions

(@ Manage Reservations and jctin 36
) N
5 =

Qrganization

Step 37: In the window that opens, click
the gray + next to DAU Registrar to drill
down to your Schoolhouse.

Title 1D
BAH BAH
Client Admin

Organization CAO

Cornerstone
Administration CSAQ
Organization

Step 38: Continue to drill down into the
Federal Organizations. When you reach
your Schoolhouse, click Title of the
Organization.

Title D

ATRRS Federal Orgs  AFO

Department of

Agriculture 9ALA
Department of

Commerce 9ALE

Departs T
37 DAU Registrar XX popariment 0 9AL3
1
Non-Authenticated MNOAUTH Department of Energy 9ALE - 38
Step 39: Click Add at the bottom of the window.

elected Organization
TITLE D
Department of Energy 9ALE W

Title D

(=]

ATRRS Federal Orgs  AFQO

Department of

Agriculture BALA
Department of

Commerce 9ALE

Department of 9AL3

Education
Department of Energy 9ALE

Department of Health
& Human Services 9ALL

All = Defense Acquisition University (DAU) = DAU Registrar = Federal Organizations =

oresuits) 23> »
Parent
Federal Organizations
Federal Organizations
Federal Organizations
Federal Organizations

Federal Organizations

Federal Organizations

=y 39
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Create Sessions (Cont.8)

Step 40: The Organization will appear in the Enrollment Reservations and Restrictions
section. Enter the value from Maximum Registration into Reserved Seats and
Maximum Seats Allowed.

All Users outside your Organization will now be sent to the Waitlist and Users within
your Organization will be automatically approved for a seat.

(@ Manage Reservations and Restrictions
[ Organization |
ﬁaximum
B Include Reserved -
Order Criteria Subordinatds Seats Seats I?emo
Allowed 4 0
All users in I | I‘ :
Crganization 15 15 —
Department [
of Energy

Step 41: In the Waitlist Section, ensure Allow waitlist for sessions in this event, Allow
Auto-Management of Waitlist, Grant waitlist opening to one user at a time based on
priority, Auto-Register User upon Granting Waitlist, and Limit users to one waitlist
per event are all checked.

WAITLIST

Options: [ Ajiow waitlist for sessions in this event
B Allow Auto-Management of Waitlist
® Grant waitlist opening to one user at a time based on priority 4 1
) Grant opening to all waitlisted users at once for first come first served registration
Aulofﬂegisler User upon Granting Waitlist
Limit users to one waitlist per event

Waitlist Deadlines: Waitlist expires |0 days and |0 hours before session start date

E 4

Step 42: If you would like the Waitlist to expire, enter the criteria for that expiration in
the Waitlist Deadlines fields.

WAITLIST

Options: B ajigw waitlist for sessions in this event
4 Allow Auto-Management of Waitlist
(® Grant waitlist opening to one user at a time based on priority
O Grant opening to all waitlisted users at once for first come first served regisiration
Aulo—Regisler User upon Granting Waitlist
Limit users to one waitlist per event
—

L—
IWaitnst Deadlines: Waitist expires [0 |daysand [0 | hours before session start date. L 42

86




Create Sessions (Cont.9)

Step 43: If the Session has a prerequisite, click Add New Option in the Prerequisites
section.

PREREQUISITES

I @ Add New Option 43
: TYPE  OPTIONS

Step 44: If the Session has pre-work, Step 44: If the Session has post-work,
click the blue + in the Pre-Work section click the blue + in the Post-Work
to add it to the Session. section to add it to the Session.
¥ Add New Option ¥ Add New Option
NAME NAME
PRE-WORK PRE-WORK
[] 44 -
POST-WORK o POST.WORKMS

Step 46: At the bottom of the page, click Next to save these inputs and go to the
Availability tab.

POST-WORK o

[ «Back | [ save | [ cancel | [ Next» | PI' 46

Step 47: Availability dictates who can find the Session in their search results and
request to enroll. The Session will inherit the availability of the Event, however, can
make it more restrictive by only making the Session available to your Organization.
Most Sessions will use the inherited availability. See the Create an Event task aid for
more details on setting availability.

Confirm the availability and click Next.

AVAILABILITY

| Select Criteria ~

REMOVE CRITERIA

W Al users in Organization: Federal Organizations (94)

(o] 47
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Create Sessions (Cont.10)

Step 48: In the Emails tab, select which emails you would like to fire for this Event.

Choose System Defaults to use the emails that are sent for all Federal Organizations
Sessions.

Choose Custom Emails to customize the emails that are sent for the Session. See the
Edit Events task aid for more information on how to create custom emails.

Choose No Emails if you do not want any emails to be sent to Users for this Session.

(@) System Defaults - Use default emails based on settings and availability from email administration area. All
~ emails related to this leaming object will be sent based on the templates in the main email administration

area. Changes made to the templates in the main email administration area will apply to emails that have not

4 8 yet been queued.

() Custom Emails - All emails related to this learning object may be customized. By default, triggers related to

the selected training will be copied from the main email administration area (you must click ‘Save' in order for

these triggers to be copied over). All emails sent related to this training will be sent based on the custom

templates below. Changes made to the custom training emails will only apply to emails that have not yet

been queued.

() No Emails - No emails will be sent in association with this training. Email actions that are bypassed with the
selection of this option can be viewed in the Custom Email list above.

[ «Back | [ save | [ cancel | [ Next» |

Step 49: Click Next to save these Step 50: You will not use the Training
decisions and move to the next tab. Units tab. Click Next.

(@ System Defaults - Use default emails based
emails related to this learning object will be s¢
area. Changes made to the templates in the 1|

@ Allow users to check out with training unit

yet been queued. ) O Disassociate pricing from monetary value
O Custom Emails - All emails related to this leg] —
the selected training will be copied from the n \_) Do not allow payment by training unit for t

these triggers to be copied over). All emails sf
templates below. Changes made to the custol
been queued.

() No Emails - No emails will be sent in associg|
selection of this option can be viewed in the

[ nBack] [ Save] [ Cancel | [ Next» | b 49 | Save 50 LJ_1

Step 51: The Summary tab will allow you to review the decisions you made on the
previous tabs. Confirm these settings and click Save to create the Session.

Training Hours: 81 Hour(s) 0 Minute(s)

Day Part Name

Monday DOE: ACQ 265FED-2021-01

SIS =3 =
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Create Sessions (Cont.11)

The Session is now available to Users. You will be returned to the Event page, where
the Sessionis now listed. From here, you can view the Roster, edit the Session, copy
the Session, or cancel the Session.

ACQ 265 (FED): Mission Focused Services Acquisition

Search

Tentative Approved ] Completed [ cancelied

[Session ID | [Locator Number | start Date: = to
|

[Location 3| [instructor ]

& Create New Session

{2 Results)

Start End P Locator
Date Date Seler L Number

DOE: ACQ 265FED- virtual Instructor-Led = o
Monday 1/11/2021 111472024 e 47866 oo (DOE) nof15  [F S Approved| 88 F 2 [2 #

Day Location Enroliment Evaluation Status Options
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Edit Sessions

When you want to edit a Session you’ve created...

Steps 1 & 2: Hover over the ILT tab, and then select Manage Events & Sessions.

Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3:Search for the Event to which the Session will belong. Enter the Event Name
into the searchfield.

Home Learning Reports T Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ watiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

(® search for all Events O Search for all Sessions

[Event Name 1 B 3 S| [Vendor 2]

— >

or search for sessions directly by using locator number

Locator Number | View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports lag Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instanes of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ® search for all Events O Search for all Sessions

[Event name ] [subject 2|  [vendor )|

All Languages 1=

or search for sessions directly by using locator number

Locator Number | view active Events only

4 1]

—r
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Edit Sessions (Cont.1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuits)
Subjects Vendor Language(s) ;Z';t:ig:i ‘222:::: CSDen;:iI:r'id Evaluation Options
Federal Federal - USAID PDT - Center for Continuous Learning  English (US) 0 2 0 5 ) jﬁ
Federal (F:gill?l - Homeland Security Acquisition Institute English (US) 0 5 o \B’K; 5] ]
Federal Federal - DOE Acquisition Leaming Center English (US) ] 2 0 j J ﬂj 12

Step 6: Click the Edit icon in the Options column to the right of the Session you would
like to edit.

@ Create New Session

(2 Results)
Start End s Locator 5 ; - .
Day Date Date Session ID e Location Enroliment Evaluatig atus Options
DOE: ACQ 265FED- Virtual Instructor-Led F 6 : .. b
Monday 1/11/2021 1/1412021 b 47886 i (DOE) 00f 15 BE» > S [N CHER S

Step 7: To edit the Part, click the Edit icon in the Options column.

Parts Schedule @ Add Part s View Events Calendar 3% Export to Excel @@ Check Conflicts

Details

Status Day Part Name Starts Ends Training Hours Location Options
Availability 7
. @ Monday DOE:ACQ 1/117/2021 1142021 81 Hour(s) 0 Minute(s) Virtual Instructor- o B o)
Emails 265FED-  8:00 AMEST 5:00 PMEST Led Training L
) i 2021-01 (DOE) S —
Training Units
Summary
I Save ] I Cancel ] [ Next » ]

Step 8: To edit the details on any other tabs, click on the tab Name in the left-hand
menu to navigate to that tab.

Parls Schedule & Add Part » View Events Calendar & Export to Excel @ @ Check Conflicts
Details _ . .
Status Day Part Name Starts Ends Training Hours Location Instructor Options
8 Availability
~ @ Monday DOE:ACQ 1/11/2021 11472021 81 Hour(s) 0 Minute(s) Virtual Instructor-  FAI Instructor E/T w
> Emails 265FED-  8:00 AM EST 5:00 PM EST Led Training (Primary)
p 2021-01 (DOE)

Training Units

Summary

Cancel Next »

91




Edit Sessions (Cont.2)

Step 9: Click Save to save any changes.

Parts Schedule & Add Part » View Events Calendar 3£ Export to Excel @@ Check Conflicts
Details - . :
Status Day Part Name Starts Ends Training Hours Location Instructor Options
Availability
; @ Monday DOE:ACQ 111/2021 1142021 &1 Hour(s) 0 Minute(s) Virtual Instructor-  FAl Instructor [EAD)
Emails 265FED-  8:00 AM EST 5:00 PM EST Led Training (Primary)
. i 2021-01 (DOE)
Training Units
Summary
9 ) [ Save ] Cancel ] [ Next » ]
P
-

The Session is now available to Users. You will be returned to the Event page, where
the Sessionis now listed. From here, you can view the Roster, edit the Session, copy
the Session, or cancel the Session.

ACQ 265 (FED): Mission Focused Services Acquisition

Search

Tentative & Approved [ Completed [ Cancelled

‘Sessicn D | |anatcr Number | Start Date: | to
I
‘Lo:atim @l |] nstructar @‘

@ Create New Session

(2 Results)
Start End - Locator 5 . .
Date Date Session 1D T Location Enroliment Evaluation Status Options

DOE: ACQ 265FED- Virtual Instructor-Led > B o
Monday 1/11/2021 1/14/2021 BT 47866 i (DOE) oof15 [Z 5 Approved] 88 (& 20 [3 %

Day
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Cancel Sessions

When you want to cancel a Session...

Steps 1 & 2: Hover over the ILT tab, then click on Manage Events & Sessions.

Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3:Search for the Event to which the Session will belong. Enter the Event Name
into the searchfield.

Home Learning Reports T Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ watiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

(® search for all Events O Search for all Sessions

[Event Name 1 B 3 S| [Vendor 2]

—T 7

or search for sessions directly by using locator number

Locator Number | View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports lag Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instanes of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ® search for all Events O Search for all Sessions

[Event name ] [subject 2|  [vendor )|

All Languages 1=

or search for sessions directly by using locator number

Locator Number | view active Events only

4 =]

—r
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Cancel Sessions (Cont.1)

When you want to cancel a Session...

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuits)
Subjects Vendor Language(s) ;Z';t:ig:i ‘222:::: CSDen;:iI:r'id Evaluation Options
Federal Federal - USAID PDT - Center for Continuous Learning  English (US) 0 2 0 5 jﬁ
Federal (F:gill?l - Homeland Security Acquisition Institute English (US) 0 5 o \.Hﬁ“/‘; 5] ]
Federal Federal - DOE Acquisition Leaming Center English (US) ] 2 0 ._/’ J ﬂj 12

Step 6: Click the Cancel icon in the Options column to the right of the Session you
would like to cancel.

@ Create New Session

(2 Results)
Start End s Locator . . .
Day Date Date Session ID e Location Enrollment Evaluation Status Options
DOE: ACQ 265FED- Virtual Instructor-Led > n .
Monday 1/11/2021 111412021 3021-01 47366 Training (DOE) oof15 [ E S Appr 6 // i
\ =

Step 7: The Session Details page will show details about the Session and Session
Cancellation Options. Choose a reason for cancelling the Session in the Please Select a
Reason dropdown menu.

Session Details

Event: ACQ 265 (FED): Mission Focused Services Acquisition

Registered: 0
Waitlisted: 0

Schedule: Date: 1/11/2021 8:00 AM - 1/14/2021 5:00 PM EST
Location: Virtual Instructor-Led Training (DOE) = Department of Energy (DOE) Acquisiti

SESSION CANCELLATION OPTIONS

Please select a reason:

| Select 2 reason W
Other
Inclament Weather

7 Low Enrollment

Sanior Management Choice

F Systems Unavailable
i Timeline Shift P

Trainer Unavailable
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Cancel Sessions (Cont.2)

When you want to cancel a Session...

Step 8: Enter a comment providing more detail about why the Session is being
cancelled.

SESSION CANCELLATION OPTIONS

Please select a reason:
| Low Enrallment v|

Additional Comment:
Minimum enrollment was not met for this session. J

You will be returned to the Event page. If you need to view the Session you cancelled,
toggle the Cancelled filter when searching for the Session.

B3 Tentative Appro'.fed O Completd

| Session ID

Start Date:l [Il to
=

|Lo:ati0'1 @l |hstrL.c:D" @|
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View Roster

When you want to view the Roster for an ILT...

Steps 1 & 2: Hover over the ILT tab and select Manage Events & Sessions.

Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3: Search for the Event to which the Session belongs. Enter the Event Name into
the search field.

Home Learning Reports T Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ watiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

(® search for all Events O Search for all Sessions

[Event Name 1 B 3 @ [vendor S|

— >

or search for sessions directly by using locator number

Locator Number | View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports lag Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.
[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ® search for all Events O Search for all Sessions

[Event name |

[subject 3|  [vendor 3|

All Languages 1=

or search for sessions directly by using locator number

Locator Number |

[ view Active Events oOnly

4

: -
e
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View Roster (Cont.1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuits)
Subjects Vendor Language(s) ;Z';t:ig:i ‘222:::: CSDen;:iI:r'id Evaluation Options
Federal Federal - USAID PDT - Center for Continuous Leamning English (US) 0 2 0 5 ) jﬁ ’ﬂ
Federal {F:gill?l - Homeland Security Acquisition Institute English (US) g P 0 \Eﬁ/ Z20
Federal Federal - DOE Acquisition Learning Cenier English (US) 0 2 0 7] = :‘D a

Step 6: Click the Roster icon in the Options column to the right of the Session you
would like to view the Roster for.

@ Create New Session

(2 Results)
Start End s Locator 5 o, .
Day Date Date Session ID e Location Enrollment Evaluation  Status Options
DOE: ACQ 265FED- Virtual Instructor-Led ; a = 3
Monday 1/11/2021 1/14/2021 2021-01 47366 Training (DOE) 0of15 2 6 //ed @ %

Step 7: From this page, you may view Users on the Roster and Waitlist. Additionally,
you can manage enrollment and attendance. See the Manage Roster task aid for more
information.

J Roster | Assignments | Attendance and Scoring 7

L_Jnasswgned (0) Pending Payment (0) Exception Requests (2) Waitlisted (0) % | 3£

Session Status:  Approved

Session Start Date: 1/4/2021 8:00:00 AM
Session End Date: 1/7/2021 5:00:00 PM
Seats Available: 1515

Attachments: Choose File | No file chosen Upload

RESOURCES

Add Attachment &

Mo attachments have been uploaded for this Session

SCHEDULE

USERS

[ Print Sign-in Sheet ¢ Add Users §§ Withdraw / Move Users

3% Download 'Bulk Add Users' template Choose File | Mo file chosen Upload users

[ Show withdrawn/Removed Users (0 Results)

Name User ID Organizational Unit(s) Email Aftendance Score Pass/Fail Status Options
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Manage Roster

When you want to edit a Roster...

Steps 1 & 2: Hover over the ILT tab and select Manage Events & Sessions.

ILT Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Steps 3 & 4: Search for the Event to which the Session will belong. Enter the Event
Name into the search field. Click Search.

Home Learning Reports lag Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instanes of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

® search for all Events O Search for all Sessions

[Event Name ] & 3 3|  [vendor )|

or search for sessions directly by using locator number

Locator Number | view active Events only

4

Step 5: Click on the Calendar icon to view the Sessions for the Event.

Legend
4 eanevaluation 2 view Evaiation Report Eanevent  [F copy event O view sessions

@ Create New Event 3€ Export to Excel

oresurs) [l 2] > »

Tentative Approved Completed

Event Name Subjects. Vendor Language(s) Sessions oasions Sessions an  Options
ACQ 285 (FED): Mission Focused Services Acquisition  Federal Federal - Instructor-Led (ILT) English (US) o 2 o
Acquisition Fundamentals Brown Bag Federal Federal - Instructor-Led (ILT) English (US) 0 2 0

Virtual Instructor-Led Training
APM 102: DHS Program Management Fundamentals  (viLT) Federal - Instructor-Led (ILT) English (US) 0 3 0

.. Acquisttion Management

Virtual Instructor-Led Training

APM 102A: DHS Management Fundamentals #2 ILT) Federal - Instructor-Led (ILT) English (US) 0 1 [ 4B ZoE

.. Acquisition Management
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Manage Roster (Cont.1)

Step 6: Click on the View Roster icon to view the Roster.

& Create New Session

(2 Resuits)

Day gt:t': E:I?e Session ID I:I'S:ﬁ::rr Location Enroliment Evaluation Status Options
DOE: ACQ Virtual Instructor-Led > E: D 3
Monday 1/11/2021 1A412021 ,eorens oy o) 47866 Training (DOE) oof1s [ H 6 /, RS NER,
EPA: ACQ virtual Instructor-Led -, -
5 | a2 = 2@
Monday 1412021 172021 pecen ooy 47875 Lo e 00f15 (A4 % Approved &8 (4 (3 [E %

Step 7: From this page, you may manage the Roster and the Waitlist. In the Users
section of the Roster, you will see the Users who have been granted seats in the
Session. Use the icons in the Options column to edit the User’s Transcript, view the
user’s enrollment history, or remove the User from the Roster.

USERS
|'_,:, Print Sign-In Sheet Email Registered Users ¢ Add Users & Withdraw / Move Users
3£ Download "Bulk Add Users' template Choose File | No file chosen Upload users
[ Show withdrawn/Removed Users (2 Results)

Name o User ID Organizational Unit(s) Email Attendance Score Pass/Fail Status Options
General Services - 1
Administration 0 of 1 Parts Attended 7 I ERICYCRS
(Organization) o i
General Services .
Administration 0 of 1 Parts Attended Registered = &=l =) @ ~
(Qrganization)

Step 8: See other task aids to learn now to email registered users, withdraw/move
users, add users, and complete attendance. Click the Waitlisted link to view the
Waitlist.

FAI 003 - FAIl Registrar Event One Roster

Roster Attendance and Scoring

Inventory Unassigned { 0} Pending Payment ( 0} Excepti 8 DiWaitlisted (2)

Session Status: Approved

Session Start Date: 1/28/2021 8:00:00 AM

Session End Date: 1/28/2021 5:00:00 PM
L Seats Available: 02
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Manage Roster (Cont.2)

Step 9: The Waitlist will display. Edit Waitlist priority by changing the numbers in the
Order column. The User with Order 1 will have first priority for an open spot in the

course.

s Printable Version 3£ Export to Excel

Organization Unit{s) O;lt%mal Request Response Comments Respond
9 GENERAL SERVICES ADMINISTRATION (GSA) 12/16/2020 2:00:43 ‘ | e oy
(Drganization) BM - Grant . Deny

General Services Administration (Qrganization) | Ocrant O peny

12/156/2020 2:00:45 ‘
™

Step 10: Click Update Order to save these changes.

General Services Administration (Organization}

10 ’ Update Order Update Order and Process Responses ] ’ Back ]

Step 11: If you would like add a User to the Roster, select Grant in the Respond
column. If you would like to remove a user from the Waitlist without granting them a

spot in the course, select the Deny option in the Respond column.

5, Printable Version 3§ Export to Excel

Waitlist

Original Request

Order  Name Organization Unit(s) Date Response Comments Respond
GENERAL SERVICES ADMINISTRATION (GSA) 12/16/2020 2:00:42 I: | 0
(Qrganization) FM 11 g Grnt - Deny
-
; =
1 General Services Administration (Organization) R — O @rant O Deny

Step 12: Click Update Order and Process Responses to save these changes.

General Services Administration (Organization)

E 12 [ Update Order and Process Responses ] Back ]
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Update Roster via Upload

When you want to upload an updated Roster...

Steps 1 & 2: Hover over the ILT tab and select Manage Events & Sessions.

Learning ILT Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Steps 3 & 4: Search for the Event to which the Session will belong. Enter the Event
Name into the search field. Click Search.

Home Learning Reports T Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ Waitlists | [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

® Search for all Events O Search for all Sessions

[Event Name ] < 3 @ [vendor &)

oS ™ \_/

o search for sessions directly by using locator number

Locator Number | Eview active events only

(2] |4

Step 5: Click on the Calendar icon to view the sessions for the Event.

Legena
& Edit Evaluation 2 View Evaluation Report & EditEvent [ Copy Event [ View Sessions

@ Create New Event 3€ Export to Excel

oresurs) [l 2] > »
Tentative Approved Completed

Event Name Subjects. Vendor Language(s)  gooov? fadin Ao an Options

ACQ 285 (FED): Mission Focused Services Acquisition  Federal Fegeral - Instructor-Led (ILT) English (US) o 2 o 5
Acquisition Fundamentals Brown Bag Federal Federal - Instructor-Led (ILT) English (US) ] 2 [] B&0

. Virtual Instrucior-Led Training
LT

APM 102: DHS Program Management Fundamentals L Federal - Instructor-Led (ILT) English (US) 0 3 [} 2B B30
Acquisition Management
Virtual Instructor-Led Training

APM 102A: DHS Management Fundamentals #2 ILT) Federal - Instructor-Led (ILT) English (US) ] 1 4 B ZAao

- Acquisition Management
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Update Roster via Upload (Cont.1)

Step 6: Click on the View Roster icon for the desired session to see the Roster.

& Create New Session

(2 Resuits)
Day gt:t': E:I?e Session ID I*I:I-L?:'labt:rr Location Enroliment Evaluation Status Options
DOE: ACQ Virtual Instructor-Led > D»_ >

Monday 1/11/2021 114/2021 o -con 057 01 47866 Training (DOE) 0of15 & H 6 P o ZAEAER,
EPA: ACQ Virtual Instructor-Led B >

Monday 1/4/2021 17712021 e cc oot o 47875 Irining (EFA) 0of15  [Z 5 Approved B [F [ 3 R

Step 7: Click on Download ‘Bulk Add Users’ template. A Microsoft Excel file will
download.

SCHEDULE

USERS

| o Print Sign-In Sheet & Add Users e‘, Withdraw / Move Users

| 3% Download 'Bulk Add Users' templats ' 7 Browse... Upload users

>,

Step 8: Enter the User ID of each User you want to add to the Roster into the
spreadsheet and save the file. Only 100 users can be uploaded in a single "Bulk Add
Users" spreadsheet.

4 A | 8 e b | E | F | 6 | H
1 | Instructions

2 | emails? - For yes reply with 'Yes' and for no reply w Yes

3 Enter user ID in the below column
4 | Do not remove instructions or change any headers

J
8

r..;

seriD

OO 0
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Update Roster via Upload (Cont.2)

Step 9: On the Roster page, click on Browse and choose the Roster file you wish to
upload.

SCHEDULE

USERS

| . Print Sign-in Sheet @ Add Users &g Withdraw / Move Users

—_
Af Download 'Bulk Add Users' template 9 » Browse... lUpload users

Step 10: Click on Upload Users.

SCHEDULE

USERS

| Print Sign-In Sheet & Add Users G5 Withdraw / Move Users

Af Download 'Bulk Add Users' template t 10 4' Upload users

The new Users will appear on the Roster.

USERS
L Print Sign-In Sheet Email Registered Users ¢ Add Users ,!:‘BWitndraw I Move Users
3£ Download 'Bulk Add Users' template No file chosen
[ show withdrawn/Removed Users (2 Results)
Name o UserID Organizational Unit(s) Email Attendance Score PassiFail Status Options

General Services - ,
Administration 0 of 1 Parts Attended Registered & £ ] D e
(Organization)

5 General Services . -
Administration 0 of 1 Parts Attended Reaistered [ = 2@ &

i

Users are added to the session, not to a session's individual session
parts. Attendance of session parts is marked by the instructor.
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Add Walk-Ins to Roster or Users to
Waitlist

When you want to add a User to a Session...

Step 1: Navigate to the Session Roster using the View Session Roster task aid. Click on
Add Users.

Roster Attendance and Scoring

Session Status: Approved

Session Start Date: 1/25/2021 8:00:00 AM
Session End Date: 1/25/2021 5:00:00 PM
Seats Available: 57

Attachments: Choose File | Mo file chosen Upload

RESOURCES

Add Attachment g

No attachments have been uploaded for this Session

SCHEDULE

USERS

[] Print Sign-In Sheet Email Re 1 ¢ Add Users gWithdrawi Move Users

A€ Download 'Bulk Add Users’ template Choose File | No file chosen Upload users

Step 2: A popup will appear. Enter the user’s name in the appropriate fields. You can
alsosearch by User ID, User Name, or Manager’s Last Name.

Select User

Search is limited to 1000 records only

Last Name: i 2 Manager's Last Name: I:I
First Name: \\ a: | |

{0 Results)
Search Results
ADD NAME IDENTIFIER D USER NAME MANAGER

Close
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Add Walk-Ins to Roster or Users to
Walitlist (Cont.1)

Step 3: Click Search.

Select User

Search is limited to 1000 records only

Last Name:| | ID: | | Manager's Last Name:

First Name: User Name: o Search
| | \i/

{0 Results)

Search Results
ADD NAME IDENTIFIER D USER NAME MANAGER

Close

Step 4: Select the blue plus sign next to the user you'd like to add to the Roster.

Select User

Search is limited to 1000 records only

Last Mame: | | ID: | | Manager's Last Name: | |
First Mame: | | Usar Name: | | & Search ]

ADD MAME IDENTIFIER ID USH
&  Student 8, FAI Federal Organizations (Organization) FAI Students FAI .

FAI Admin [Manager)

Acquisition Professional Career Program
@  Student2, FAI [Organization) Fal_student2 FAI_:
FAI Manzgerl (Manager]

Bureau OF Immigration And Custems Enforcement
[+ ] 4 FAI [Organization) FAI_Student3 FAI_
/ FAI Manager2 (Manager]
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Add Walk-Ins to Roster or Users to
Walitlist (Cont.2)

Step 5: The user will appear under the Users section. Click Add Pending Users to
Roster. This button will bypass any approval workflows and add the person to the

roster as registered.

Roster Attendance and Scoring

Session Status: Approved

Session Start Date: 1/25/2021 5:00:00 AM
Session End Date:  1/25/2021 5:00:00 PM
Seats Available: 57

Attachments: [ Choose File | Mo file chosen W
5 USERS
wd Pending Users to Roster ] Send emails
Name User ID Locator
Student9, FAI FAI_Studentd 47900

Step 6: If the Rosteris full or if you are adding users who fall outside the Enrollment
Restrictions, a popup will appear with a warning message. You have the option to
either Increase the Session’s available seats or Add remaining users to the waitlist.

:‘(

Fa ) )
# ! 3 The tofal number of users exceeds available seats for the session

6 ® |ncrease the session’s available seats.
_) Add remaining users to the waitlist.
OK Close
Itor Organizational Unﬂ{s}
0 Federal Organizations (Organization)
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Add Walk-Ins to Roster or Users to
Waitlist (Cont.3)

Step 7: After choosing your preferred option, select OK.

N\ ; :
41 The total number of users exceeds available seats for the session

L3 7

® Increase the session’s available seats
O Add remaining users to the waitlist

tor : Urgamzaﬁuna Onis) —
0 Federal Organizations (Organization)

You will be taken back to the Rosterand if you added the User, they would appear on
the User list.

USERS

Check/Uncheck All 3f Download Roster Choose File | No file chosen

'/ (3 Results)
User ID / 55 Session Completion
(e i 11262021 &
Martinez, . '/ i 12510021 &
Student 8 FAL EAl _Studant® / pa——— "]

Step 8: If you want to add users to the waitlist, follow the same process for adding a
walk in to the Roster. Then select Add Remaining Users to the waitlist.

P . )
# 1% The fofal number of users exceeds available seats for the session

) Add remaining users to the waitlist.

o

tor Organizational Unit{z)

0 Federal Organizations (Crganization)
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Add Walk-Ins to Roster or Users to
Waitlist (Cont.4)

Step 9: Click OK.

The total number of users exceeds available zeats for the session

S [5] =

tor Organizational Unit[s] —

® |ncrease the session’s available seats.
() Add remaining users to the waitlist.

0 Federal Organizations (Organization)

Step 10: The user will then be added to the waitlist. Click on the Waitlisted to access
the Waitlist for this Session.

"

Roster Attendance and Scoring

[0) Waitlisted (1)

Session Status: Approved

Session Start Date: 1/25/2021 8:00:00 AM
Session End Date: 1/25/2021 5:00:00 PM
Seats Available: 5/8

Attachments: Choose File | No file chosen

Step 11: The Waitlist page will show all Users on the Waitlist and allow for editing of
student’s priority order on the Waitlist.

rder Name Organization Unit(s)

GEMERAL SERVICES ADMINISTRATION (GSA) (C)

General Services Administration (Organization)

Update Order l l Update Order and Process Responses ] l Back ]
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Upload Attendance

When you want to upload an attendance sheet to the Roster...

Steps 1 & 2: Hover over ILT, then select Manage Events & Sessions.

Learning Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3: Select Search for all Sessions.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instan

[ Waitlists ] [ Exception Requests ] [ Interest Tracking J

Search All Events

Search for events or sessions

® search for all Eventsl O search for all Sessions L\i

Event Name | |Subject

Step 4: Enter the search criteria for the Session.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and scheduld

[ Waitlists ] [ Exception Requests ] [ Interest Tracking ]

Search All Events

Search for events or
’V ® search for all Events ) Search for all Sessions

[ QS

[Event Name | [Subject 9| [vendor 5"\

All Languages |

or search for sessions directly by using locator number

Locator Number | View Active Events Only
MRS TSR
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Upload Attendance (Cont.1)

Step 5: Click Search.

ent Name ‘ |5ubject

3)‘ |Vend0r

Il Languages [

search for sessions directly by using locator number

cator Number ‘ View Active Events Only

Step 6: Click on the Users icon under the Session Options column of the session of

your choice.

Enrollment Status  Ewvent Options

30 of 30 Approved 4 jj 5 B E

0of15

Approved [4 (30 B &

Session Options

a3 % B

PR NER AG17%

Step 7: Click on the Attendance and Scoringtab.

Session Roster

—
Roster [Attendance and Scoring {

Session Status: Approved

Session Start Date: 3/24/2021 8:00:00 AM
Session End Date: 3/24/2021 5:00:00 PM
Seats Available: 0/30

Attachments:

CON 124 (FED): Contract Execution Roster

Browse...
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Upload Attendance (Cont.2)

Step 8: Click on Download Roster. The file will download to your computer.

USERS

Check/Unck 8 x Download Roster Browse... Upload Roster
— (30 resuits) [l 2] > »

Step 9: In the Excel file you downloaded, update the Score, Pass, and Part Attendance
columns for each user. Save the file.

Instructions to be followed for 'Bulk Update Attendance' Feature [Do not delete]
Do not update the headings of the column
Do not add or remove any record
Only score, Pass and Part Attendance column values can be updated
Pass and Part fields can only have the values as - 'Yes', 'No'

Mame [Do User ID [} Score Pass Partl I
100 Yes Yes 9
100 Yes Yes r

Step 10: On the Roster page, click on Browse and select the attendance sheet you
would like to upload.

USERS

Check/Uncheck All 2f | Download Roster 10 g Browse... I[ Upload Roster ]

— soresuts) [ 2]> »

Step 11: Click on Upload Roster. The attendance sheet will then be uploaded.

USERS

Check/Uncheck All A€ Download Roster B 11 Upload Roster
(30 Resuits) > »
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Upload Attendance (Cont.3)

Step 12: The Attendance page will update. Click Save to save the updated attendance.

Name User ID Attendance Score Pass Session Completion
1 100 172812021 B
1 100 112812021 &

=y

Step 13: A popup will appear to notify you that the attendance is being updated and
that the process will take about 15 minutes. Click Ok.

corporatedproxy-stg.csod.com says

Your attendance and scoring updates are now being processed. This
process takes approximately 15 minutes or less to complete. Please
remember to re-submit the roster if you would like to update the

students' transcript statuses to reflect attendance and scoring changes.
UG oy do not need to wait for this process to complets before re-
submitting the roster.
-

112




Manually Complete Attendance

When you want to manually update attendance in the Roster...

Steps 1 & 2: Hover over ILT, then select Manage Events & Sessions.

Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3:Select Search for all Sessions.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create|

[ Waitlists ] [ Exception Requests ] [ Interest Tracking }

Search All Events

Search for events or sessions
’7 ®) search for all EvemsIO Search for all Sessions I< \\i
|Event Name | |Subject sl| |Vend0r

Step 4: Fill out the search criteria for the Session you wish to view.

— Search All Sessions

Tentative [ Approved []completed [ | cancelled

|session ID | [Locator Number | 4
-

| Location §l| | Instructor §J| |\.-'endor | —_

|Event Name | [subject B

Start Date:l 0O to End Date: | 0 to | ]
| ]
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Manually Complete Attendance (Cont.1)

Step 5: Click Search.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and scheduld

[ Waitlists ] [ Exception Requests J [ Interest Tracking ]

Search All Events

Search for events or

’7 @® search for all Events O Search for all Sessions

|Event Name | [subject 9| [vendor 9]

All Languages -

or search for sessions directly by using locator number

Locator Number | View Active Events Only

5

Step 6: Click the Users icon under the Options column of the session of your choice.

Enrollment Status  Event Options Session Options

300130 Approved [ [ EEH B} 400 2 8 1 =

6
0of15 Approved [ (3 O H ﬁ‘@}ﬁfﬁ-%ﬁ'@ *;-

Step 7: Click the Attendance and Scoring tab.

CON 124 (FED): Contract Execution Roster

Session Roster

Roster I Attendance and Scoring 7 ]

Session Status: Approved

Session Start Date: 3/24/2021 8:00:00 AM
Session End Date: 3/24/2021 5:00:00 PM
Seats Available: 0/30

Attachments: Browse...
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Manually Complete Attendance (Cont.2)

Step 8: For each user, mark the Attendance, Score, and Pass columns to update
attendance.

USERS

Check/Uncheck All A€ Download Roster Browse... Upload Roster
(30 resuits) [ 2]> »

Name UserID Attendance Score Pass Session Completion
] _
0 OEmENEE -
01 o ] 312412021 &
O o ] 312412021 &
01 o ] 32412021 &
Step 9 Click Save. The Roster’s attendance will now be updated.
01 o | 312412021 &
O o | 312412021

Step 10: A popup will appear to notify you that the attendance is being updated and
that the process will take about 15 minutes. Click Ok.

corporatedproxy-stg.csod.com says

Your attendance and scoring updates are now being processed. This
process takes approximately 15 minutes or less to complete, Please
remember to re-submit the roster if you would like to update the

students' transcript statuses to reflect attendance and scoring changes.
Bt vou do not need to wait for this process to complete before re-

submitting the roster,
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Move Users Between Sessions

When you want to move a User to another Session...

Steps 1 & 2: Hover over ILT, then select Manage Events & Sessions.

Learning Content Admin Help Desk Perfor

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3: Click on Search for all Sessions.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and scheduld

[ wattiists | [ Exception Requests | [ interest Tracking |

Search All Events
Search for events or

’7 ® search for all Events§O Search for all Sessions. 3

[Event Name | [Subject 9| [vendor

All Languages -

E]|

or search for sessions directly by using locator number

Locator Number |

View Active Events Only

Step 4: Fill out the search criteria for the Session you wish to find.

’* Search All Sessions

Tentative [ Approved [ | completed [ cancelled ‘

|Sessi0n 1D | |L0cator Number | \\i
|Locati0n sl| |Instructor sl| |\.fendor §J|
|Event Name | [Subject 2|

Start Date:l o te End Date: | 0 to | ]
| ]
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Move Users Between Sessions (Cont.1)

Step 5: Click Search.

All Languages [

or search for sessions directly by using locator number

Locator Number | View Active Events Only

Step 6: Click on the Users icon under the Options column of the session of your choice.

Enroliment Status Event Optiﬂns Session Dp“ﬂnS
300f 30 Approved (& 20 O [ Elfﬁﬁ ER dGE1=E
6
0of15  Approved ijBEﬁ?ﬁjéﬁE@-—

Step 7: In the Users panel, click the Withdraw/Move Users link.

SCHEDULE
USERS
- ) : ) T N
[ Print Sign-In Sheet Email Registered Users ¢ Add Userslﬁ,wnhdraw. Move Users » 7
3f Download 'Bulk Add Users' template Choose File | Mo file chosen Upload users
[ show
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Move Users Between Sessions (Cont.2)

Step 8: In the Withdraw/Move Users window, click the blue + next to the Users you
wish to move to different Session.

Search Results

Name Org Unit
General Services Administration (
8 Lynne Schneider (Manager)
& General Services Administration (
John Andre (Manager)
Step 9: After you have selected the Step 10: A new window will open.
desired Users, click Move at the bottom Scroll down to the Move section.
of the window. |
)
MOVE 10
Select the session the user(s) will be re-g|
4 Day Start Date Eng
® Thursday 1/28/2021 1124
E 9 4@ O Thursday 1/28/2021 1124
—— | O Thursday 11282021 112

Step 11: Select the Session you would like to move the User(s) to.

Select the session the user(s) will be re-assigned to.
(9 Resuilts)
Day Start Date End Date Session 1D Locator Number Enroliment Status
® Thursday 1282021 1/2812021 HHS: FAI 003-2021-001 47933 20f2 Approved 11
) Thursday 11282021 1/2812021 EPA: FAI 003-2021-001 47929 20f2 Approved
) Thursday 1/28/2021 1/2812021 FAI: FAI 003-2021-001 47930 20f2 Approved

Step 12: Click Submit and Continue.

) Thurs day 1/28/2021 1/282021 TREAS: FAl

12 [ Submit and Continue ] [ Cancel ]
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Move Users Between Sessions (Cont.3)

Step 13: You will then need to assign the new training to the User. Add any comments
on the Assign Training screen.

Assign Training

@ FAI 001 - FAl Instructor Event One

Session | Federal - Instructor-Led {ILT) | @ Hours 0 Minutes

Details

Start Date: 1/25/2021 (Monday) 8:00 AM EST
End Date: 1/25/2021 (Monday) 5:00 PM EST
Description:
Price: $0.00
Credits: 8
Enroliment: 3 of &

Available Languages: English (US)

Schedule: 1/25/2021 8:00 AM - 1/25/2021 5:00 FM

Comments

13

Automatically register users

Step 14: Click Submit to enroll the User inthe new Session. The User will now appear
on the new Roster.

Comments

Automatically register users

Seats Available

USERS

Check/Uncheck All

140 Ssooni]) [l
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Send Emails from Roster

When you need to email students enrolled in a Session...

Steps 1 & 2: Hover over the ILT tab and select View Your Sessions.

Home Learning Reo ILT Content Admin

Manage Events & Sessions

> View Your Sessions

Step 3: Click the Session you wish to view the Roster for.

M all Sessions 10 11 12
Session Instructor
Session Location

17 18 19
24 | 25 26
3 EAl 001 - FAl Instructor Event

One
X 8:00 AM - Federal Acquisition Institute
(FAI)
'
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Send Emails from Roster (Cont.1)

Step 4: Click on View Roster to view the Roster for this Session.

PARTS / SCHEDULE

JAN  Mon, Jan 25, 2021, 800 AM - 5:00 PM EST
25 Do’ FAI 001-2021-01

Federal Organizations - Locations > Federal Acquisition Institute (FAI)

Step 5: On the Roster, click Email Registered Users.

Session Roster

Roster Attendance and Scoring

Session Status: Approved

Session Start Date: 1/25/2021 8:00:00 AM
Session End Date: 1/25/2021 5:00:00 PM
Seats Available: 517

Attachments: Choose File | No file chosen Upload

RESOURCES

Add Attachment ¢

No attachments have been uploaded for this Session

SCHEDULE
USERS
[ Print Si 5 ! Email Registered Users Ip Add Users Eb Withdraw / Move Users

> -
a Downlo\a-lT"Bqu Add Users' template Choose File | Mo file chosen Upload users
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Send Emails from Roster (Cont.2)

Step 6: Enter an Email Title to give a description of the nature of this email.

Add Email

Use the fields below to create a new custom email or choose a preformatted template

Create e-mails using the fields belaw.
Click here for help.

Y Note: Files uploaded through the Image or Document Manager will be stored 4
Action Send Email Event

e
6 Email Title | Mew e-mail

—e——

From Address |

Reply-To Address |

Step 7: Enter a From Address.

Add Email

Use the fields below to create a new custom email or choose a preformatted template

Create e-mails using the fields below.
Click here for help.

X\ Note: Files uploaded through the Image or Document Manager will be stored
Action Send Email Event

Email Title | New e-mail

rl=
7 From Address

Reply-To Address
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Send Emails from Roster (Cont.3)

Step 8: Enter a Reply-To Address which recipients can respond.

Add Email

lUse the fizlds below to creata a new custom email or choose a preformatted template

Create e-mails using the fields below.
Click here for help.

Y, Note: Files uploaded through the Image or Document Manager will be stored 4
Action Send Email Event

Email Title | Mew e-mail

From Address

i 8 L Fieply—Tu Address

Step 9: Click Display a list of tags that can be used within the subject to show a list of
available tags you can use in the Subject and Body of the email.

Tags are replaced with the corresponding values when emails are sent.

\.9/4““95 Display a list of tags that can be used within the subject
Subject |
Base URL Page URL
Deep Link
| Default ~ | [ select

Step 10: Input the Subject of your email.

Tags are replaced with the corresponding values when emails are sent.

Tags pisplay a list of tags that can be used within the subject

—
\].;‘%Suhjecﬂ
Base URL Page URL
Deep Link
eep | Default bl | | Select
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Send Emails from Roster (Cont.4)

Step 11: Use the Deep Link dropdown options to create a link to a page in CSOD.

Tags are replaced with the corresponding values when emails are sent.

Tags pisplay a list of tags that can be used within the subject

Subject |
Base URL Page URL
°3 1];_."'” Default hl | | Select
Ny

Step 12: Enter the body of the email into the Message field. This field is where you
write in the body of your email. You can choose to send the email as Plain Text or in

HTML.

Message | (@) rm () piain Text

A = & ~ Verdana = 10pt ~| Normal | Zoom - Jj
E L] £y VAC, -
- '-...-ff}ﬁ JJ'?*‘/[ﬁﬁﬂllﬂ
= = = == 2 i s= = 1T
B J7 Uades E=E=ZE=EE x' % ?ﬁﬂl-;—-.-—a-
12
|_/' Design | €3 HTML Q, Preview

Send DﬂtE|12,-‘1|5,-‘2G12G |[:] 1:30 PM W {(UTC-05:00) Eastern Tin
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Send Emails from Roster (Cont.5)

Step 13: Select a Send Date. This is the date and time at which the email will send.

Message (@) it O plain Text

A = & - Verdana = 10pt ~| Normal - Zoom - ..';
- v BE M BTV A @Y -
B/ Ude SEEEEE x % % %AEES

# Design | €% HTML Q, Preview

Fﬂnﬂ Date | 13/16/2020 0 [1:30PM v L\13 : {UTC-05:00) Eastern Tin

Step 14: Click Save to send the email.

# Design | €y HTML € Preview

Send Date | 12/15/2020 |D G:30 PM W {(UTC-05:00) Eastern Time (US & Canada)

f 14/—1‘ Save
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External
Training




Request External Training Credit from
Transcript

When you want to add an external training to your Transcript...

Steps 1 & 2: Hover over the Learning tab Steps 3 & 4: Click on the ellipsis button
and click View Your Transcript. at the top left-hand corner. Then click
on Add External Training.
3 aen
View Completed Certificates Add External Tr’aiﬂing ~ 4
Browse for Training EXPUrt to PDF
Step 5: Enter the title of your external Step 6: Enter a description of the
training in the Title field. external training in the Training
Description field.
Title * Training Description * |
5 6
- T
Step 7: Enter the name of the provider of Step 8: Enter the startand end dates
the external training in the Provider field. of your external training in the Start
Date and End Date fields.
Provider * l
Training Dates * ‘
’ | 8
g Start Date End Date Py
~— \"I

Step 9: Enter the training hours for your external training in the respective Hours and

Minutes fields. Training Hours *
Hours Minutes
9
0 ‘ | . I
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Request External Training Credit from
Transcript (Cont.1)

Step 10: Click Select File to add proof of your successful completion of your External
Training.

Attachment(s) *
101 » Select a file

Step 11: Click Submit to submit the form for approval.
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Request External Training Credit Within a
Certification

When you want to request external credit from within the certification...

Steps 1 & 2: Hover over the Learning tab and click View Your Transcript.

2 View Your Transcript

View Completed Certificates

Browse for Training

Step 3: Click on the title of the certification where you want to add an external training.

|FAC-C CLA : 3
D Ue: MO DUE Date 'oeatus: In Progress

Step 4: Click on Add New External Training.

" Certification Details

Title: CLA - Program and Project Manage

The Federal Acquisition Certification
(P/PMs) are critical to project succe
essential functional and technical cq
management professionals. The FA|

Family: Caontracting

Category: FAC-COR
External Training: F Add New External Trainin;L\4
—

Description:
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Request External Training Credit Within a
Certification (Cont.1)

Step 5: A popup will appear. Enter the title in the Title field.

r
External Training

e Submit External Training

Training Type: External Training
Language: | English (US) v

Title: ]l

Step 6: Enter a description of the external training into the Training Description field.

| External Training

H == Submit External Training
Training Type: External Training
Language: | English (US) V|
Title: | |
=
Training 6
Description: » v, ud
T Lim

Step 7: Enter the name of the institution into the Institution field.

Training Type: External Training

Frovider:l - Z
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Request External Training Credit Within a
Certification (Cont.2)

Step 8: Enter the dates of your external training in the Training Dates field.

Training m—'—l '
Dates: ' "™} O} T - 8

Step 9: Enter the number of hours and minutes of the external training into the
Training Hours text fields.

Trainin . 9

Step 10: Click the dropdown button next to the External Training category field

External
Training | Select v, 1
Category: —t I

Step 11: Select the applicable type of training from the External Training Category

dropdown. External
Training | Select
Category:

Training/Education
Professional Crganization/Events
Publishing Articles

11 Farticipation in Experiential Activities
\.40ther

Step 12: Enter the number of CLPs into the FAI CLPs field.
FAI CLPs: 12

Attachment(s): ‘1]" Upload |
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Request External Training Credit Within a
Certification (Cont.3)

Step 13: Click Upload to add any supporting documents to the Attachments section if
necessary.

FAI CLPs: | |

Attachment(s): 4] Upload \13
—

Step 14:: Click the dropdown button next to the Apply Training To field.
FAl CLPs: | |

Attachment(s): ﬂ‘l Upload |

Apply Training To: | --Select 1
Requested CLP: | |

M

Step 15: Select External Training from the dropdown.

Apply Training To: | -Seleci-- A

Requested CLP: _I_
Training

CS0D Training

w1 External Traning |

15

Step 16: Enter the number of CLPs earned in the Requested CLP field.

Apply Training To: |-—Se|ect—— V|

Requested CLP: I 16
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Request External Training Credit Within a
Certification (Cont.4)

Step 17: Click Ok when you you’ve finished entering the information on your external
training. This will submit the form to an External Training Approver.

FAI CLPs: | |

Attachment(s): ﬂ‘l Upload |

Apply Training To: |-—Se|ect-— hd
Requested CLP: | |
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Add External Training to a Certification

When you want to submit external training from your transcript to fulfill
a certification requirement...

Steps 1 & 2: Hover over the Learning tab and then click View Your Transcript.

Learmning Reports

1 i View Your Transcript

View Completed Certificates

Browse for Training

Step 3: Click on the title of the Certificate to which you’d like to add your external

training.
D Due: No Due Date  Status: In Progress  Expiration Date: None

Due: 9/30/2023 Status: In Progress  Expiration Date: 9/30/2023

1 PLCLA - Contracting (FAC-C) — All Levels |

Step 4: Click the Add External Training from Transcript link. This opens the
Submit External Training from Transcript pop-up.

Certification Details

Title: CLA - Contracting (FAC-C) — All Levels
The FAC-C contains three (3) levels of certification that provides the required edud
requirements to perform contracting functions.
Family: Contracting
Category: FAC-C Continuous Learning Achievement

Description:

Current Status: In Progress
Current Period: FY 2021-2023
Current Version: 6.0
Required CLP: 80.00
Earned CLP: 0.00

Due Date: 9/30/2023
Expiration Date: 9/30/2023

External Training: % Add New External Tra, 1 44 Add External Training from Transcript
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Add External Training to a Certification
(Cont.1)

Step 5: Click the dropdown next to Select a Section to choose the section of the
.certificate that the training will be applied to

" External Training

g Submit External Training From Transcript

Select a Section : | External Training v

item. If the credits are present, you

Enter the num Training
l. i
spprova - 1CS0D Training
External Training
[~ o ) Tkl = L

Step 6: Mark the checkbox next to the training item that you’d like to submit external
tralmng for. | External Training

E Submit External Training From Transcript

Select a Section :| CSOD Training v

Enter the number of credits earned for this item. If the credits are present, you
approval.

Select Title

6 y I Test Co

Step 7: In the CLP field to the right of the training item, enter the number of credits
that were earned from the External Training.

| External Training

E Submit External Training From Transcript

Select a Section : | C30D Training v

Enter the number of credits earned for this item. If the credits are present, you may edit the amount before submitting for|

approval.

Select Title Status CLP

——
Test Complete 7 : g_oql
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Add External Training to a Certification
(Cont.2)

Step 8: Click OK to submit the training for approval. If multiple training items are
selected, each item is submitted as a separate request to the certification owner, even

though they are submitted at the same time.

External Training

E Submit External Training From Transcript

Select a Section : | CSOD Training v

Enter the number of credits earned for this item. If the credits are present, you may edit the amount before submitting for

approval.
Select Title Status CLP
Test Completed

8 ¢OK Cancel

Your External Training will be submitted for approval. The status of the training will be
marked as Completed(Evidence Needed) until approved.

CERTIFICATION f

TITLE CcLP STATUS

A Training {Required CLP: Min = 80.00, Max = 80.00 f¥
CSOD Training (Required CLP: Min = 0.00, Max = £

ICompIeted (Evidence Meeded)

¥ Test 8.00
¥' CLM 090 Sustainable Military Facilities 8.00 Completed
¥ CLM 092 Master Planning Energy and Sustai 8.00 Not Activated
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Request and Manage a Certification

When you want to request a Certification...

Step 1:In Global Search, type in the Certification you wish to request and click the
Magnifying Glass.

1 Search Lo

Step 2: Click on the Certification you’d like inthe results.

Certifications results

)
FAC P/PM Entry Level 2

The FAC-P/PM contains three (3) levels of certification that provides the required training and experience for Program
and Project Management professionals. The FAC-P/PM shall be recognized by all federal civilian agencies as evidence
that an employee meets core requirements to perform program and project management functions.

Step 3: Click the Request button for the Certification of your choice.

Training Details

FAC P/PM Entry Level

Certification + Contracting + FAC-P/PM

oo JO
.

Step 4: You will be directed to your Transcript page. The Certification will be listed on
the screen under Active courses with “In Progress” status. Click Manage to view the
Certification requirements.

Active ¥ By Date Added ¥ All Types ™ Search for training ‘

Search Results (1) Hide Certified Certifications

L]
FAC-C Level 1 4 Manage =
D Due: No Due Date  Status: In Progress  Expiration Date: None
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Request and Manage a Certification
(Cont.1)

Step 6: From the Certification Details page, you can see what training needs to be
completed to satisfy the certification requirements by clicking Progress Report.

" Certification Details

=
6 _Progress Report

Title: CLA - Program and Project MJ _—
The Federal Acquisition Certifi rogram and Project Managers
Description: (P/PMs) are critical to project? 1 The FAC-P/PM focuses on
" essential functional and technic ton program and project

management professionals. T
Family: Contracting
Category: FAC-COR /

A popup window will appear that displays the required CLPs, the CLPs earned so far,
and list of trainings needed to complete the certification.

Progress Report ‘ — e ——— -
< Progress Report View Period

Required: 30.00 CLP Earned: 0.00 CLP

Training (Required CLP: Min = 80.00, Max = 80.00 / Acquired CLP: 0.00) Acquired

CS0D Training (Required CLP: Min = 0.00, Max = 80.00 / Acquired CLP: 0.00) Acquired

FAC 049 Section 508: What Is It and Why Is it Important to You? 0.0

FAC 048 The GSA MAS Program: Buying Services Through GSA Schedules 0.0

FAC 038 How to Integrate Green into Acquisition 0.0
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Assign Certifications

When you want to assign a certification to your subordinates....

Step 1: Search for the certification you would like to assign using Global Search,
which is located at the upper right-hand corner of the page.

1 : I Search I ﬂ'

Step 2: Click on the title of the certification you'd like to assign.

Global Search

Refine scarch

Certifications results (16)

v

DI FAC P/PM Mid-Level 2

The Federal Acquisition Certification in COmwaeting (FAC-C) Program is for contracting professionals in the Federal
Government performing contracting and procurement activities and functions. The purpose of this program is to
establish general education, training, and experience requirements for those contracting professionals. The FAC-C applies

Step 3: Click Assign.

Training Details

FAC P/PM Mid-Level

Certification +_ Contracting =« FAC-P/BAd

The Federal Acquisition Certification in Contracting (FAC-C) Program is for contracting professionals in th
activities and functions. The purpose of this program is to establish general education, training, and expg
applies to all executive agencies, except the Department of Defense (DoD).
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Assign Certifications (Cont.1)

Step 4: Enter any comments as needed in the Comment Box.

Assign Certification

]
<

k1 FAC P/PM Mid-Level

Certification | Contracting | FAC-P/PM

The Federal Acquisition Certification in Contracting (FAC-C) Proegram is for contracting professionals in the Federal Government performi
professionals. The FAC-C applies to all executive agencies, except the Department of Defense (DoD).

COMMENTS

4 ~
r’| ,

Step 5: Select the subordinates you want to assign the certification to by clicking the
checkbox next to their name. You can assign to both direct and indirect subordinates.

Step 6: Click Submit.

DIRECT SUBORDINATES

[ Name
[“s

INDIRECT SUBORDINATES ¥ Indirect Subordinates

G 3006

141




Lhecklists

and Forms




View Submitted Forms

When you want to see the forms you’ve submitted...

Steps 1 & 2: Hover over Home and click Universal Profile.
1 Home Learning

Welcome g

2 I Universal Profile

Step 3: Clickon T

Documents and User Record ¥ Bio ¥ Transcript Acti 3 I' Documents and Plans
Plans.

Step 4: On the Documents and Plans Documents and Plans

page, click Documents.

Documents Development Plan Progress

w
4 A
.4 o

Demo Plan

Step 5: On the Documents Documents
page, you view your document
folders and see which contain ‘
fi I es ) ) :zl::l:alen(y Requests . :.:Is::loRetord Updates
S
Equivalent Requests: Warrant Requests: User Record Updates:
Contains Contains Warrant Forms Contains User Record
Equivalent/Fulfillment you have submitted. Update Forms you have
Forms you have submitted. submitted.
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Request Education/Experience
Verification

When you need to submit an Education or Experience Verification
Checklist for a Certification...

Experience and Education Verification Checklists are used to validate
experience and education requirements for Certifications.

Steps 1 & 2: Hover over the Learning tab and click View Your Transcript.

Learning Reports

View Your Transcript r\

View Completed Certificates

Browse for Training

Step 3: Click Manage next to the certification that you’ve completed

Due: 2/21/2021 Status: Certified Expiration Date: 2/21/2021

Step 4: Scroll down until you see Experience and/or Education Verification and click

Request.
T1TLE P T IOHNS
* Experience & Education (Required Completion: Min = 2,00 Max -
= bederal Bducation Verification - FAT FAC-C - all Lo 4 r Request
= Foderal Experience Verlflcation - FAL FAC-C Lovel 1T Request
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Request Education/Experience
Verification (Cont.1)

Step 5: After you click on Request. A popup will appear, click Request again.

¥ Federal Education Verification - FAl FAC-C - All Levels

Observation Checklist

Details

Description:
Please follow the instructions below to attach documents for this requirement.

1. Click the Attachments tab
2. Choose the file you wish to upload.
3. Click Add. You can upload up to 3 files.

5 "l Request ICIose

Step 6: Click on View Checklist.
CERTIFICATION l
t
TITLE f _ OPTIONS
A Experience & Education (Required Completion: Min = 1.00, Max = 1.00 / Kc -
¥ Federal Experience Verification - FAI FAC P/PM Senior Level I 6 "View Checklist

Step 7: Click on Checklist Summary to view the overall progress of any checklists
associated with a certification.

My Checklists

Checklist Report

7 Progress All Competencies
-
Federal Experience Verificatio... - Show Completed

Name Status Rating/Score Progress
Federal Experience Verificatio... Federal Experience Verification - FAI FAC P/PM Entry Not Started . | —
Level
Federal Experience Verification - FAl FAC P/PM Not Started - [ o%
Senior Level
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Request Education/Experience
Verification (Cont.2)

Step 8: Click on Federal Education/ Experience Verification to view instructions for the
checklist.

Checklist Summary Checklist Summary

Federal Experience Verificatio... Federal Education Verificati

Step 9: Click on the Rating Scale tab to view the rating scale for the checklist.

lr—
D¢ Rating Scale Attachments
Checklist Summary -\?/Ag_l
Score Rating
Federal Experience Verificatio...
0 Does not meet criteria

Federal Experience Verificatio... 1 Meets Criteria

Step 10: Click on the Attachments tab to upload any necessary documents for the
checklist verifier to review.

Description Rating 5890 : » Attachments

—_—
Browse and upload any items for this checklist. Maximum file size is 1MB and

Add Attachment: | Choose File | Mo file chosen Add
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Request Education/Experience
Verification (Cont.3)

Step 11 : Click Choose File to add a copy of your resume or other relevant documents.

Description Rating Scale Attachments

Browse and upload any items for this checklist. Maximum file size is 1MB and is limite
attachments.

Add Attac/{ 19| Choose File | No file chosen Add

Step 12 : After you select the file, click Add to add the file to your Checklist.

Description Rating Scale Attachments

Browse and upload any items for this checklist. Maximum file size is 1MB and

Add Attachment: | Choose File |No file chosen 12 E Add

{7 resume.blank.docx T

Step 13: Once all the desired attachments have been added (up to 3), click Save. The
Checklist will be routed for approval.

Checklist Summary

Federal Experience Verificatio...

BN
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Submit an Equivalency/Fulfillment Form

When you want to request Equivalency or Fulfilment for a Course...

Use Global Search to find the Equivalency/Fulfillment form.
Step 1: Enter Equivalency in the Search box and click the Magnifying Glass.

1 . Search o

Step 2: Click on Forms.

Global Search

Show All

equivalency
Training
Certifications Forms results

2 Forms . H“'S - Equival'
8 r_ - Use this form

Step 3: Click on the Equivalency/Fulfillment Form for your agency.

Forms results (3)
r—— Changes in User Record
Test (v1)
s Federal Orgs - Equivalency/Fulfillment Form (v3) I
Use this form to request fulfillment of a training requirement by external coursework or experience. \'3
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Submit an Equivalency/Fulfillment Form
(Cont.1)

Step 4: Select the dropdown arrow to choose the course for which you would like an
equivalency.

Equivalency & Fulfillment Request
Please provide the information below to indicate how you have fulfillment requirements for course equivalency.

Please Select the Course You Would Like Equivalency For
:‘
Select ~ N 4

Step 5: Select the course from the dropdown menu.

Please Select the Course You Would Like E

Select

v Select
! ACQ 370 (FED)
5
1 AQN PBA

Please List.

Step 6: If the course you are trying to request an equivalency for is not available, you
canenter it in the Other textbox.

Equivalency & Fulfillment Request
Please provide the information below to indicate how you hav

Please Select the Course You Would Like Equivalency For

v

Select

If You Selected "Other", Please List.

6 _ Il
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Submit an Equivalency/Fulfillment Form
(Cont.2)

Step 7: Click the calendar icon to enter the Training Start and End dates.

Training Start Date:

Select the equivalent training start date.

Training End Date:

Select the equivalent training end date

Step 8: Click Select File to add any supporting documentation.

If Requesting Course Equivalency, Attach Course Completion Certificate Here.

8 Select a file
-

Step 9: Enter any supporting comments in the Employee Remarks field.

| Employee Remarks:
‘A

)
=

2000 characters maximum.

ELICIM  Submit For Approval

Step 10: Click Submit for Approval to route to Equivalency and Fulfillment Approvers.

10 ubmit For Approval
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Approve or Deny Exception Requests

When you want to deny or grant an exception request...

Steps 1 & 2: Hover over the ILT tab and select Manage Events & Sessions.

Home Learning Repo ILT Content Admin

Manage Events & Sessions

Vendors & Instructors

Step 3: Click on Exception Requests to view all pending Exception Requests.

Home Learning Reports ILT Content Admin Help Desk

Manage Events & Sessions

Ewvent records are the generic catalog information for instructor-led training. Sessions are specific schef

|
Wai 3 l:“ Exception Requests ] [ Interest Tracking ]

Search All Events

|759a rch for events or sessions

(® Search for all Events ) Search for all Sessions

Step 4: You will be taken to the Exception Requests page. Search for the Event you
would like to process requests for by entering the Event Name, Vendor, Session ID, or
Locator Number in the search fields.

Exception Requests

The employees in this list have requested exceptions based on availability, location, space, or prerequisites.

Event Title | |\Jendor 3J| ‘ Session ID ‘ ‘ Locator Number

€
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Approve or Deny Exception Requests
(Cont.1)

Step 5: The Users with pending requests will populate in the bottom section of the
screen. Click Respond to deny or grant a User’s Exception Request.

Exception Requests /

The employees in this list have requested exceptions based /

; Event Title | 1Vendor

——
/
/
/
y

Current | Past Requests

€ Export to Excel

(46 Resuits) [[Kl}[ 2][3]> »

. T

Employee User ID Organizati7 Session Start Date Respond
Justice Maly: 1412021800/ 5 1T Respond |

Departmeq/ 1/4/2021 8:00 AN+ Respond

Step 6: Enter a comment in the Response text field that gives an explanation to the
Exception Request.

Respond
Respond

Employee:

Event: ACQ 265 (FED): Mission Focused Services Acquisition
Session: Date: 1/4/2021 8:00 AM - 1/7/2021 5:00 PM EST

Request Detail:

*Time Zone: (UTC-05:00) Eastern Time (US & Canada)

l Response: ‘

[ Cancel | [« Grant | [ % Deny |
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Approve or Deny Exception Requests
(Cont.2)

Step 7: Click Grant or Deny to respond to the Exception Request. You will be taken
back to the Exception Request page after making your selection.

Respond

Employee:
Event: ACQ 265 (FED): Mission Focused Services Acquisition

Session: Date: 1/4/2021 8:00 AM - 1/7/2021 5:00 PM EST

Request Detail:

* Time Zone: (UTC-05:00) Eastern Time (US & Canada)

Response:

[Cancal 7
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Create an IDP

When you want to create an IDP...

Help Performance

L ——_— ]
2 Development Plans

Steps 1 & 2: Hover over Performance and click
on Development Plans.

Step 3: Clickon
the Create New

—_—
Plan button. Development Plan

Step 4: Add a Plan
Titleand
Description toyour | Create a Plan
IDP.

A Snapshot Dev Plan List Create a Plan

General Information

Plan Title*

Management and Leadership Development

— Description

B I 5 U T, Hl H2 H3 H4 H5 H6 | :

&= xR b4

Develop skills in the areas of program management and task delegation in order to improve leadership skills. This will be done by:
- Shadowing Senior Associates

- Taking internal and external training courses on mangement and leadership skills

- Joining efforts on the job that allow for demonstratien of program managment

D
e e e Ty (T T T e S Sy

Step 5: Click on the Add
Objective buttonin the
Development Objectives
section.

Development Objectives

There are no development objectives. Would
you like to add one?

5 Add Objective
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Create an IDP (Cont. 1)

Step 6: Enter an Objective

Title. Add Development Objective

Development Objectives represent what you need to learn or do in order to complete your development plan.

I Objective Title

6

r/i

Step 7:Select a .
category from the Add Development Objective

Development Objectives represent what you need to learn or do in order to complete your development plan.

Category dropdown.

Objective Title

Category

Development Objectives 7 l -

Step 8: Add Development Actions. Under Learning and Development there are three
options you can utilize to add training/development actions to your Objective: Search
for Training, Browse Recommended, and Add Development Action.

Learning and Development

8 P Search For Learning Browse Recommended Add Development Action
-
Find learning oppartunities to help you Browse learning and development actions Create your own actions to make your
achieve your objective, that are recommended for you. objective happen.

Add Development Action:

Search for Learning: Browse Free text that allows you
Encompasses training Recommended: to add any external
sessions provided. It Allows you to select training or action item you
allows you to select online learning and wish to include in order to
sessions. development courses. develop yourself

professionally.
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Create an IDP (Cont. 2)

Step 8a: To add training courses available online in Cornerstone, click on Search For
Learning.

Learning and Development

L
I‘ Search For Learning ’ 8 a Browse Recommended Add Development Action
» E
- . -
Find learning opportunities to help you Browse learning and development actions Create your own actions to make your
achieve your objective. that are recommended for you. abjective happen.

Step 8b: All the available courses will be displayed on the screen. To filter the results
displayed, click on the arrows next to the filter options to the left of the page.

TVPE v
SUBJECT 8b . v
DURATION v

Step 8c: The filter options will expand on the screen. Select the filter you wish to apply
by clicking on the checkboxes next to each option.

The results will be updated on the screen based on the filters you select.

TYPE ~

Curriculum
Event

External Content
Material
8c

’,.-- Online Class

Test

SUBJECT hd

DURATION v
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Create an IDP (Cont. 3)

Step 8d: You may also search for a specific training course using the Search bar.

l |
8d ~a
""“‘Tf

Step 8f: If you
change your 3
mind, simply click| g &
on Remove from |*

Step 8e: Select
the Add to
Objective link
beneath any

i Evest Objective and innald :
tralnlng you wa nt Certified Information the course will be (s:e"f'fIEdslnfor?‘latlon
to add. Multiple Systems Security ystems Security
training courses removed from -
ini u —
Add to Objecti your IDP. | Remove from Objectigl  8f
can be selected. jective \\fe : .

Step 8g: Once you are done selecting the training courses to be added to your
Objective, click Return to Objective at the bottom of the page.

Step 8h: The course(s) selected will appear on the main Objective screen. By default,
the training due date is set up to be due 6 months from now, but this date is editable.
Notice that the training can be removed from your Objective by clicking on the X icon
next to it.

Learning and Development

Search For Learning Browse Recommended Add Development Action

Find learning opportunities to help you Browse learning and development actions Create your own actions to make your
" L N P L

L.

=

A
." I&Q t\ Certified Information Systems
Y o # . Security Professional Certification ~ L©3ming Type: Event DueDater  2/23/2021 & X

\\-‘- ‘ - 'w ‘I'I

il .,

Preparation Program
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Create an IDP (Cont. 4)

Step 9a: To add action items not in the CSOD catalog to your IDP Objective, click on
Add Development Action.

Learning and Development

Search For Learning Browse Recommended 9a/, Add Development Action
Find learning opportunities to help you Browse learning and development actions Create your own actions to make your
achieve your objective, that are recommended for you. objective happen.

Step 9b: A pop-up window will appear on the screen. You must add at description to
your development action inthe Description field.

Development Action

Description*

9

i

|

Step 9c: Select the activity type from the Activity Type dropdown menu.

Activity Type

-

Outside Training
Additional Learning
Coaching/Mentoring
On the Job

Reading

Shadowing

Step 9d: Confirm the due date for the
development item. By default, the due date is set
up to be due 6 months from when you first
create this item. To change the due date, click on

Due Date*

2/23/2021

the calendar icon in the Due Date field, or simply
type in the date.
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Create an IDP (Cont. 5)

Step 9e: Update the Progress you have made as applicable. Thisisa | p,qess
percentage, but you don’t need to type “%”, just the number, e.g., for

25%, type in “25”.

Step 9f: Click Done to add the activity to your IDP.

Activity Type

External Training

Due Date*

9/30/2021 ]

Progress

: |

O

Step 10: Under Assignment, select Self Only to assign this IDP to yourself. If you are a
Supervisor, you can assign this IDP to your employees. To assign IDPs to employees,

view the Manager task aids.

Assignment

Select the criteria that defines who will be included in this assignment

10 @ Self Only

Step 11: To assign this IDP as your primary IDP (you can have multiple IDPs), check the
box next to Designate this as the Primary Plan for assignees.

11 Designate this as the Primary Plan for assignees

L
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Create an IDP from a Template

When you want to create an IDP using a template...

Steps 1 & 2: Hover over Performance and click on

Development Plans. Help :0 Performance

2 Development Plans

Steps 3 & 4: Click on the ellipsis

and then choose Create Plan W - r
from Template. Create New Pla :

4 < Create Plan from Template
-

Step 5: Select the template you want to use and click Apply Template. You can edit the
template or submit it for approval as-is.

Development Plan Templates

Choose a template to create a development plan from

Template D Category Date Created Actions

Acquisition Professional Career Program eXpansion - Systems Engineer 080...  Preview KFUNDHXTU In Role/Current Job 1073020 5 Apply Template
-

Department of Homeland Security (DHS) Student Hire Internship Program Preview XIVFQIGOG Intern Program Tra 10/30/20200 Apply Template
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Update IDP

When you want to update an IDP Objective, Training or Action Step...

Steps 1 & 2: Hover over Home then navigate to
Universal Profile. 1 Home Leaming

Welcome

2 Universal Profile

Scheduled Tasks

Step 3: Click on the Documents and Plans tab.

=

User Record ¥ Bio ¥ Transcript Actil 3 rDocuments and Plans

Step 4: Click on the
Development Plan
Progress widget.

Documents and Plans

Documents Development Plan Progress

A
4 A 6%

Demo Plan

Note: You can also navigate to the IDP using the Performance tab
and then clicking on Development Plans.
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Update IDP (Cont. 1)

If you wish to add a new Objective to your IDP, follow steps 5a — 5b below.

Step 5a: Select the dropdown icon Edit option next to the IDP to which you
want to add a new Objective.

lopment Plan

ted : 8/15/2020

(4

View

5 a Fdit

— Print

Step 5b: Click on the Add Objective button and create the new Objective (see
Creating IDPs task aid for further assistance).

Development Objectives

There are no development objectives. Would
you like to add one?

5b |,

T Add Objective

Step 6: Click on the Submit Plan button when you are ready to
resubmit your plan for approval.
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Update IDP (Cont. 2)

If you only wish to update a Training or Action Step on an Objective in your IDP, follow the
steps 6a — 6g on the following pages.

Step 6a: Select the dropdown icon Edit option next to the plan with the
Objective you want to update.

(4

elopment Plan

bted : 8/15/2020 View

6 a Edit

— Print

Step 6b: Select the Edit icon next to the Objective for which you want to update
Training or Actions Items.

Improve Leadership Skills 6b E V4 | X

Category: Short-Term (1-2 years)

Mentoring

Activity Type: Coaching/Mentoring  Progress: 50%  Due Date: 9/30/2021

Step 6¢: To add training or Development Actions, choose from the options within
Learning and Development.

Learning and Development |

Search For Learning Browse Recommended Add Development Action 6C

ind fearning opportunities to help you rowse [earning and development actions reate your own actions to make your
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Update IDP (Cont. 3)

Step 6d: You can edit Development Actions by clicking on the Edit icon next to it.
When in editing mode, you can update anything in the Development Action,
including its progress. You can only cancel IDPs after they’ve been approved.

Learning and Development

Search For Learning Browse Recommended Add Development Action
Find learning opportunities to help you Browse learning and development actions Create your own actions to make your
achieve your objective. that are recommended for you objective happen.

Attend Leadership Conference in Activity Type: Outside Training ~ Progress: 0% Due Date: | 2/23/2021 [) 6d v X
San Diego, CA P :

Step 6e: For training courses that are NOT Development Actions, you may update the
due date by clicking on the Due Date field or delete it by clicking on the X icon next to
it. Training course completions will be updated automatically as you complete these
training courses on your transcript.

Learning and Development

Search For Learning Browse Recommended Add Development Action
Find learning opportunities to help you Browse learning and development actions Create your own actions to make your
achieve your objective. that are recommended for you. objective happen

I I Attend Leadership Conference in Activity Type: . i
ype: Outside Training  Progr]
San Diego, CA 6e - I /23 4 X

Step 6f: Once all the changes have been Step 6g When ready, click Submit Plan
made to your IDP’s Objective, click on the to resubmit the IDP for approval.
Save and Return to Plan.

69

ave and Return to Plan
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Cancel IDP

Steps 1 & 2: Hover over the

Performance tab and then click

Development Plans.

Help [o Performance

L
2 Development Plans

When you want to cancel an IDP...

Step 3: Click the dropdown arrow next to
the plan you would like to cancel.

Primary Plan

improve communication skills 3 .| )
Due Date : 9/30/2021 Status : Not Started  Created : 12/2/2020

0% COMPLETE

Step 4: Select Cancel from the dropdown menu.

0% COMPLETE

improve communication skills
Due Date : 9/30/2021 Status: Not Started Created: 12/2/2020

Kl

View

Fdit

4 1 Cancel

Step 5: A popup will appear. Select Yes to cancel the IDP.

Cancel Development Plan

Are you sure you want to cancel this plan?

Step 6: Click the checkbox for Display Cancelled Plans to view the IDP you cancelled.

Demo Plan

Bl
Sort By: Create I §

EDisplay Cancelled Plans Hidg

Due Date : 9/30/2021 Status: Cancelled Created : 2/18/2021
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View Standard Reports

When you want to view Standard Reports...

Steps 1 & 2: Hover over the Reports tab and then click Standard Reports.

Learo Reports ILT

Content Admin Help Desk

Standard Reports

Integration Reports

Step 3: Choose the Report Category.

Reports

Click on a report category to view those reports. You may search for any reports by title or description

[

L"

k2

Track Employees Training

Step 4: Select the type of report you would like to view by clicking on the name of the

report.
Reports
Click on a report category to view those reports. You may search for any reporis by title or description
-J e . ¥,
Bl !

| Track Employees Training

Enroliment Summary
Displays summary information for Instructor Led Training(ILT) sessions.

suctor Calendar
4 e Ewvents for instructors by week. You must choose a Vendor. You may
_w0se to filter the report by ILT Event or Instructor Name.

Interest Tracking
View events which users have expressed interest in

No-Show
Displays sessions where one or more students did not attend the required
number of parts. Detail view lists no-show employees.

Session Withdrawal
Displays a list of employees who registered for sessions and later withdrew
their registration, including reasons for withdrawal.
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View Standard Reports (Cont.1)

Step 5: Enter data into the filters you would like to apply to the report. The filters
available will vary depending on the report selected. The system will alert you if you try
to run a Standard Report with required fields missing.

Enrollment Summary

View summary information for Instructor Led Training (ILT) sessions.

Date Filters

Date Criteria |Select | From: [12/1/2020 0 To: [12/28/2020 o

Advanced Filters

5 Facility : | | O
Vendor : All 2J
Instructor : | | ca(PIease Select Vendor First) o
Event : | |.;f:l o

Locator umbers| |

. Printable Version 3 Exportto Excel || Export to Text

Step 6: Choose how you would like the report to export: Printable Version, Export to
Excel, or (when available), Export to Text. The file will download to your computer.

Enrollment Summary

View summary information for Instructor Led Training {ILT) sessions.

Date Filters

Date Criteria |Select | From: [12/1/2020 B To: 121282020 ]

Advanced Filters

Facility : | | @
Vendor : All )
Instructor : | | ca[PIease Select Vendor First) o
Event : | |.;ZJ w

Locator Nu~—" ~r:

|
6 e Printable Version  X€ Export to Excel [ Export to Text
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View Custom Reports

When you want view custom or shared reports...

Steps 1 & 2: Navigate to Reports, then select Custom and Shared Reports.

Standard Reports

Custom and Shared Reports I\

S

2

Dashboards

Step 3: You will arrive at the Custom and Shared Reports page. Here you will see all
custom reports that you have created. Click on the title of the report to view it.

Custom and Shared Reports /
My Reports !
2 0 Qi i Q Search All Reports /
&t My Reports : NAME { REPORT LOCATION ACTIONS
& shared With Me 3 2} Test Report I ; My Reports B o
- /
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View Custom Reports (Cont.1)

Step 4: To see other report format options, click the ellipses (...) icon.

Federal Organizations - Custom CLA... 22 4 || sae
Federal Organizations - Custom IDP ... 2& FAl Admin B D oo

Step 5: Click the file format you wish to download. It will download to your computer.
LAST VIEWED - REPORT LOCATION ACTIONS
Mever Shared With Me oea
Mever Shared With Me B D oo
Copy
Mever Shared With Me Eavorite
Excel N
Mever Shared With Me
C5Y |
HTML - 5
Nev: St With M 1
ever hared Wi e . = -
Word -
Mever Shared With Me TXT PIPE
TXT TAB .
Mever Shared With Me ¥ML
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Filter and Download Custom Reports

When you want to filter and download a report...

Steps 1 & 2: Navigate to the Reports tab and then select Custom and Shared Reports.

Standard Reports

Custom and Shared Reports

Dashboards

Step 3: On the left-hand side of the screen, click Shared With Me to see reports that
have been shared with you.

Custom and Shared Reports
My Reports

v Y Quick Filters
Y Recently Viewed
Y Favorites NAME t

Q Search All Reports

% My Reports i

3 /:ﬁ Shared With Me

Step 4: Click the Report Name you want to view to update the report filters.

Federal Organizations - Custom CLA... L 4 B D o
Federal Organizations - Custom IDP ... 2& FAl Admin B D o~
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Filter and Download Custom Reports

(Cont. 1)

Step 5: Update the filters as needed. The filters will vary based on the report.

v Filters
I
l
6 g7| Certifications - Certification Category s equal to v FAC-C Continuous Learning
P
AN Certifications - Certification User Status  is one of v Select... v
Calculated Fields - Days Until Certification Period Due  is greater than v 0

Step 7: Click Refresh in the top right

corner to see a sample of the newly-
filtered report on the bottom portion
of the page.

Step 8: Click the Download Options
icon in the top right corner to see the
formats available for this report.

Performance

Step 9: Choose the File Format in which you would like to download the report.

report will download to your computer.

min  HelpDesk  Performance
Custom CLA|E
’ M 3/ I
o |l |y
reater than (B

The

Excel
csv
HTML
PDF
Word
TXT PIPE
TXT TAB

XML
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